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I 
CHAPTER I 
INTRODUCTION 
Purpose of the study.-- The major purpose of this stttdy 
was to secure sufficient infQr.mation of the job of the 
elementary school principal from a representative segment of 
the population to enable the author to infer the true state 
of affairs with respect to the characteristics under 
II II observation for the entire populati0n within a certain range 
I of error. 
lj 
1
1 
0ther purposes of this investigation were: 
1. To construct a rating seale of the chief types of 
duties and responsibilities of elemen.tary school 
principals to the end that those concerned with 
curriculum work in higher institutions of learning 
may provide a more functional program of professional 
training for administrators. 
2. To discover what values are assigned to these 
various duties and responsibilities by representative 
superintendents and teachers. 
3. To identify personal and professional characteristics 
of the principals and to show the nature of and 
conditions surrounding the work of the principals. 
4. To disclose areas of needs, gaps, and/or emphasis 
which might be revealed by school administrators 
iDterested in examining and evaluating the effectiveness of 
their administrative practices. 
II Statement of the problem.-- The present study is a "Jab 
Analysis Technique Applied to Selected Elementary Public 
I 
I 
School Administrators in Eastern Massachusetts." Wetzler !I 
has indicated that "Whenever a job is studied or broken down 
into its varied operati<ms, the description is generally 
labeled . a job analysis.n For the purpose ot: this investi-
gation, uElementary Pc.blic Sehool Administrat(l)r" refers to 
the individual responsible for the administration of a 
particular elementary school or elementary school program. 
The duties and responsibilities are considered to be the 
activities performed by elementary school principals through 
the nature of their jobs. Eastern Massachusetts, in this 
study, is an area covering a radius of 25 miles t:rom Boston, 
the focal point, from which accurate and representative 
samples of principals, superintendents, and teachers were 
secured as sample members. 
I Justification for the study.-- Most administrative 
1 practices in education have been determined on the basis of 
convention, and principals temd to become limited in the 
nature and scope of their activities by what is acceptable to 
the hierarchy of the school organization. From the many 
1 !J Wilson F. Wetzler, "Use of Job Analysis Towards More 
Et:feetive Educational Administrative Practices," Educational 
Administration and Supervision (February, 1954), p. 113. 
2 
possible ~unctions, principals tend to accomplish a ~ew, in 
1 the light o~ their ability, training, and experience, with 
II little attempt to implement the decisions reached by · having 
their per~ormances recognized, directed, and appraised in 
1
1 
terms o~ data collected at the source. 
I One would have di~~iculty in attempting to cover all 
1
1 
aspects o~ educational administration regardless o~ the most 
il care~ul overall planning. Instead, this study has attempted ,, 
1 to select certain ~damental in~ormation which will be o~ 
value to the pro~ession. 
11 11 I Otto states that: 
11 Scienti~ie knowledge about the administrative 
~unction in elementary schools is limited. Several 
surveys have been made o~ the duties and activities 
o~ elementary-school principals. These studies 
have been inventories o~ existing practices as 
carried ~orward by the principals included in each, 
and o~ the problems and di~~iculties enc0nntered 
by those principals. The studies have been 
valuable in portraying the multitudious array o~ 
duties which be~all the elementary-school 
principal, and the di~~iculty of many o~ the tasks. 
No one, however, has taken a creative look at, or 
made a critical analysis of, the scope and 
character of the administrative function in 
elementary schools per se, or in elementary schools 
o~ different sized school systems." y 
Wetzler states that: 
"Three kinds of information will aid school or 
. college administrators which cam be obtained from 
the job analysis: (1) The job is described in 
statements representing the characteristics, duties, 
1 i/ Henry J. Otto, Elementary School 0rganization and 
Administration, Appleton-Century-Crofts, Inc., New York, 1954, 
pp. 583-584. 
L 
1 y Wetzler, op. cit., pp. 113-114. 
3 
1 problems. As schools became more complex, the organization 
I and administrative teaching principal was relieved of his 
classroom duties and became a principal. This changing status 
I from teaching to supervising principal justifies the need for 
lj research. One very common approach to studying the principal-
! ship was by means of the job analysis technique. The mew 
jl emphasis made necessary a change in the pattern of research 
! procedure and information contained in this present study 
I should assist in the identification and study of trends and 
jl 1/ Linda H. Morley, "What a Job Anallsis Would Do for 
I Professional Training and Standards, Special Libraries I Association Proceedings, Thirty-First Annual Conference, 1939, 
p. 7. 
eme:rgiDg practices iD the elementary school principalship. 
1
1
0nly by intelligent interpretatiom and constant attention to 
' 
trends as uncovered by extensive survey studies, descriptive 
I 
1or analytical, amd experimental investigations, can the 
! elementary school programs and practices be kept current. 
With regard to traiming in this field on the undergraduate 
11 and graduate level, there is some evidemce im the literature of 
ll attempts to present the content of the required and elective 
1courses which would be taken by a typical student. Some 
I! publications have made recommendatiems f'or f'utu.re organization 
I of course content. On the whole, trends in training progrmms 
jfo:r elementary school p:rineipalship are not clearly defined. 
I 
There is evidemce that the content in co~ses set up f'or the 
principalship shows a tremendous overlapping and duplicatien. 
!Further still, very little evidence can be found of the joimt 
attempt of college authorities and principals' associations 
to investigate the available resources f'or preparing 
~ principals amd to improve the quality of professional 
education. 
II 
ron this level of training there is not available to 
school directors and curriculum planners the benef'it of 
I analysis and classification activities of the principal in 
I local schools where they are employed. Not much on the 
11 detailed descriptions Qf the work performed, skills utilized, 
I knowledge, and principles known are available to all concerned. 
!, The problem of analyzing the elementary school principal-
-a 
J. ====~~====~=-~-========-~-=-==--==·========~·-=-=-=· 6 __ 
II 
I ship is obviously not readily approachable, since its j~b is 
1 vast and complex. However, this in no way should minimize the 
responsibility of those who are training people on this level 
to match their content of e·ducational courses to the job in 
specific situations and everyday problems. 
The list of duties and responsibilities may be used by 
the higher authorities in developing policies for selection 
of the principal. y 
Elsbree states: 
"A j0b analysis sl!!I.<J>uld always precede the search for 
talent, and the requirements of the job should be 
clearly delineated. Such a step will clarify consider-
ably the type of person needed to fill the vacancy." 
It was the intention of this study to investigate the 
status of the elementaiy school pri.meipal in a systematic 
manner, by inferring from a sample, the characteristics, 
duties, and responsibilities of a larger group of principals 
in eastern Massachusetts. Further, it was an attempt to 
discover the extent and degree to which the specific job 
duties, special skills and knowledge, operations, judgments, 
and special qualifications of the principals in the field 
were in agreement with current developments and practices in 
the administration of the elementa~y school. 
Secondary problems posed:-- Since the job of the 
principal was to be analyzed in terms of the composite list 
i/ Willard S. Elsbree and E. Edmund Reutter, Jr., Starr 
Personnel in the Public Schools, Prentice-Hall, Inc., New 
York, 1954, p. 92. 
: 
i 
of duties and responsibilities obtained from the study of 
the literature, within this framework there appeared second-
ary problems which had to be solved: 
1. What technique of job analysis could be established 
and what type of instrument devised which would 
conform to the general purposes stated above? 
2. How would it be possible to select a representative 
random sampling of principals in eastern 
Massachusetts? 
3. What procedure would be most acceptable for getting 
the rating scale form to the population and for 
soliciting the cooperation of superintendents, 
principals, and teachers so that the necessary 
statistical data might be secured? 
4. What methods of analysis of the data gathered would 
be appropriate to the needs of the investigation? 
Suggested solutions to these problems appear in Chapter 
III following a consideration of the methodology governing 
this research. 
II 
I 
1.' 
i! 
CHAPTER II 
REVIEW OF RELATED RESEARCH 
Job analysis.-- Limited studies have been made in 
education ror the purpose of describing the functions of the 
principal in the elementary school. The job information 
which makes the description possible is obtained through a 
procedure know.n as "Job Analysis." Since the turn of the 
century, business has recognized the importance of job 
analysis as a basis for clarirication of job duties and 
responsibilities to devise a training program, or to prepare 
work-specification forms. Educators are beginning to follow 
the leadership of business. 
As to the reason why a job analysis should be made, 
y' 
Wetzler writes: 
"The terms 'principal', 'superintendent', 
'dean', and the like, - apparently carry many meanings 
in so -far as the functions ascribed to each position. 
It is desirable to have described certain minimum 
requirements or standards for hiring or promoting 
purposes. 
Also, when two or more departments discharge 
somewhat similar dttties, it is well to know how, when, 
and where to find responsibilities. eonfusiQn is 
eliminated at the outset when discussion or communi-
cation takes place between departments. Common under-
standings are possible because of the standardization 
of the meanings of tae position. Present job duties, 
skills, responsibilities and even some personal items 
!/Wetzler, op. cit., p. 114. 
8 
I· 
will reveal pertinent data for transfer, upgrading, or 
promotional purposes. 
The inventory data indicated in the job analysis 
minimizes internal tensions arising from departmental 
understandings based on hazy notions of where authority 
begins amd ends. Each executive knows what is expected 
of him and is familiar with his colleagues responsi-
bilities." 
With regard to the many duties and responsibilities 
!I performed by a principal, Otto aptly states: 
nrn the literature, administrative functions and 
administrative activities are intermingled with super-
visory functions and activities. Perhaps this inter-
mixture cannot be escaped as long as one deals with 
leadership roles, but it o~ght to be possible te 
distinguish administrative activities at the operational 
level. What specific management routes are there that 
require daily or periodic attention in the operation ot 
the lunchroom, the management of textbooks and supplies, 
the recording and reporting of attendance, the trans-
portation of pupils, the ~se ot community resources, 
pupil personnel services, among other things? Until a 
comprehensive inventory of these operational activities 
is available, it is difficult to gauge the difficulty 
ot the tasks or to know what types ot staff member is 
qualified to handle each activity. 
After such an analysis has been made it might be 
possible to portray a comprehensive view ot the 
administrative function in elementary schools." y 
J. E. Zerga made an extensive survey of the literature 
ot job analysis from 1911-1941, and revealed there are 
approximately 20 uses tor job analysis information. Some of 
these uses whieh can be adapted to education are: (1) 
Job grading and classification, {2) Provisions ot hiring 
!/ Otto, op. cit., p. 584 • . 
I y Joseph E. Zerga, "Job Analysis--a resume 
Journal of Applied Psychology, (June, 1943) 
11 21:249-267. 
and 'bibliograp.p.y;" 
Number 3, 
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speciriaations, (3) Establishment or lines or understanding 
among the various levels of workers and management, (4) 
Indication of duplication of effort, (5) Definition of limits 
of authority, (6) Indication or causes of personal .failure 
and individual merit. 
The purpose of tais chapter will be to present some 
studies which bear a relationship to the present investi-
gation. Collectively, these studies will .fall into one of the 
following groups of references: 
1. Job Analysis and Related Studies Perrormed in 
Industry, Business, and the Professions. 
2. Job Amalysis and Related Studies Performed in 
Various Educational Fields. 
3. Job Analysis and Related Studies Performed in 
Elementary School Administration. 
1. Job Analysis and Related Studies Performed 
In Industry, Business, and the Professions 
A vast amount of material in personnel and management 
literature can be .found about the history and development of 
job analysis since its inception about the early part of the 
y I 
present century. Zerga•s resume briefly considered the 
values of job analysis, the job analysis schedule, and the 
basic techniques of job analysis. The bibliography covers 
job analysis literature which has appeared in various 
publications between the years 1911-1941 inclusive. Four 
1/ Ibid., pp. 249-267. 
==~~====================================================~~~=~~~F=====------
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' 
hundred and on.e articles from journals and other publi-
11 cations, of' which twenty-one covered some field of' education, 
I 
I 
were listed. 
11 Super wrote a brief' summary of' the development of 
job analysis methods which follows: 
11The scientific analysis of' jobs was begun early in 
this century by Frederick W. Taylor (811) as a means of' 
increasing the productivity and facilitating the work of' 
industrial employees. It was soon seized upon by 
psychologists as a method of' ascertaining in a pre-
liminary way the abilities and traits needed in an 
occupation and thus of' providing a basis for test 
construction. Taylor's methods, and those of' Gilbreth 
(289) and other workers whose interest was primarily 
in engineering, emphasized time and motion study; the 
picture of' a job derived from such work therefore 
proved to be too narrow in. its viewpoint for personnel 
work, leaving out of consideration such things as the 
education and training required of the worker; the 
interests which might find outlet in the activity, and 
the environment in which the work is done. They also 
provided too detailed a picture of' the manual 
operations involved in the work, although Cohen and 
Strauss {162) have used the technique et'teetively in 
studying manual dexterity. Other methods were therefore 
resorted to in am attempt to obtain information which 
would provide a suitable basis .for test construction." y 
Charters, a leader in the .field o.f activity and job 
analysis, produced along with Whitley, one of the best studies 
in business con.cerning secretarial duties and traits. The 
major purpose of' their work was the organization of' a 
curriculum for commercial secretaries. To obtain the detailed 
gj Werrett W. Charters and IsadQre Whitley, Analysis of 
Secretarial Duties and Traits, Williams and Wilkims, Baltimore, 
1924. 
II 
I 11 
information for a checklist, 125 secretaFias were interviewed 
with the listing of 871 different duties as a result of 
their efforts. To secure the frequency of participation in 
each du.ty, the checklist was distributed to 2,000 secretaries. 
Combined with this study was the attempt to discover the 
relative importance of personality traits in secretaries. 
The investigating form use~ for gathering the data im this 
study was most comprehensive. 
Through the use of job analysis teclmiques, implications 
for curriculum revision are provided, and often prove useful 
for the improvement of the aver-all program. For example, y 
Urhbrock, who defined jG>b analysis as a "method" of 
gathering pertinent data about a worker ertd his work, was 
successful in making analyses of trades useful for teaching 
purposes. 
Since World War II, job analysis has come to be one of 
the most important and lasting contributions in the selection 
of personnel for specific jobs. Of equal importance is the 
use of tme techniques and procedures as a basis for y 
formulating tests. Thorndike states: 
"Knowledge about the job is indispensable as a 
source of insight about .t'unctions required in the job 
and consequently as a basis for selection or invention 
of tests designed t0 measure these .funotic::ms." 
1J Edward K. Strong, Jr., and Richar~ s. Uhrbrock, Job Analysis 
and the Curriculum, Baltimore, Williams and Wilkins, 1923. 
II 
y Robert L. Thorndike, Personnel Selection--Test and 
Measurement Techniques, John Wiley and Sons, Inc., New York, 
I 1949, p. 12. 
--r 
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11 The number of sources listed by ThGrndike for 
1 collecting job analysis i.n.t'or:mation are: 
nl. Previous studies of the job. 
2. Analysis of documentary materials. 
3. Interviews with and Interrogations of 
personnel. 
4. Direct experience by the job analyst. 
5. Statistical analysis of test validities. 
The first resource in studying a job is other 
studies of that or closely similar jobs.n y 
eronbach pointed out that: 
11 The first stage in establishing a prediction or 
selection program is to aDalyze the job to be predicted. 
This analysis attempts to determine what abilities and 
habits contribute to or limit success in the job." 
~ Super states: 
nWhether it is done scientifically or otherwise, 
some type of job analysis has to be performed before an 
aptitttde test can be constructed. It may be an armchair 
analysis, in which the test constructor draws on his 
familiarity with the job or occupation for which tests 
are being constructed in order to set up hypotheses as 
to the characteristics which move for success in that 
work. 
It may imvb.l ve bibliographical research to 
ascertain what others have thought or feund to be 
impQrtant in thl.at occupation. It may be an analysis 
of manuals used in the training or people for the work 
in question, in order to judge the abilities needed in 
mastering the fundamental skills. 
It may involve discussing it with supervisors, 
observing and interviewing workers doing the work, 
y Robert L. Thorndike, Personnel SelectiQn--Test and 
Measurement Techniques, John Wiley and Sons, Inc., New York, 
1949, pp. 18-29. 
y Lee J. eronbach, Essentials of Psyeholo~ieal Testing, 
II Harper and Brothers, New York, 1949, p. 23 , . . 
lJ Super, op. eit., p. 29. 
1.3 
I 
I, 
trying the operations oneself', or even learning the job and working at it f'or a period." 
In regard to the various methods of' job analysis, 
!I Super writes: 
"In practice there is not necessarily one method of' 
job analysis; it is more likely that there are several 
which will yield valuable ib£or.mation, and that more 
than one must be used if' adequate data are to be made 
available as a bas i s f'or selecting or devising tests . " 
Most of' the studies mentioned have used job analysis 
techniques and procedures. The steps f'ound in these studies 
involve: listimg of' tasks, duties, characteristics and 
responsibilities which are actually perf'ormed, a series of' 
categories or classif'ieatioms f'or the duties, and an appraisal 
of' the dttties. y 
Super commenting brief'ly on a survey on job analysis 
asserts: 
"The most recent f'orm of' job analysis, adapted 
especially to vocational guidance because it deals 
with broadly rather than with narrowly def'ined jobs, 
is that widely applied by the Occupational Analysis 
Division of' the United States Service under Carrol L. 
Shortle." · 
/2. Job Analysis and Related Studies 
Perf'ormed in Various Educational Fields 
A special word should be said about the elaborate and 
extensive e ommonwe a1 th Teacher-Training Study of' Charters and 
1/ Super, o:e. eit . , p. 29 . 
?:I Super, op. cit., p. 31. 
I 
,, 
!I Waples, particularly the procedures employed im this 
monume~tal study. A master list or duties was compilea rrom 
various sources~With this comprehensive, categorized, and 
ranked list or duties amd traits of teachers, the authors 
hoped to provide the necessary basis ror determining what 
should be taught teachers. Another primary purpose was to 
reveal implications ror teacher-training curricular revision. 
A rew phases o'£ this three-year study will be presented here 
as some o'£ the techniques are or importance to this study. 
The investigators had time to prepare a lengthy list 
or activities teachers perrormed rrom the primary grades 
through high school. They compared the activities perrormed 
by ditrerent types or teachers and evaluated the activities 
with respect to their importance, their dirrieulty o-r learni.ng, 
and of using them in th.e currieul um or the te acb.er-training 
schools. 
For selecting judges to evaluate the activities, 
Charters used teachers-in-training, teachers-in- service, 
supervisors, administrators, and instructors or teacher-
training courses. 
He reasoned: 
~·The selection or j'udges to evaluate the activities 
must be determined by the sort of evaluation desired. 
!J Verrett W. Charters and Waples, The Commonwealth Teacher-
Training Study, University Qr Chicago Press, t:hicego, 1929. 
15 
In other words, judges must be selected who are most 
competent to apply the criteria specified. This means 
that whatever professional groups are best qualified 
to judge the relative importance of the activities 
according to some one of the criteria should be 
selected, whether or not they are qualified to supply 
other criteria. Furthermore, the groups selected must 
represent all varieties mf expert opinions regarding 
the professional needs of teachers. 
The relative importance of the activities is 
probably best evaluated by two groups in combination, 
namely, college teachers of education, and prineipals."l/ 
On this basis of selection, the master list was submitted 
to sets of 25 judges for rating. On the matter of sample y 
ratings, Charters pointed out that, 
"Conf'idence in the results of sample ratings is 
justifie~ however, only to the extent that the samples 
represent the total in regard to particular character-
istics. Unless the particular teachers, principals, 
and others who rate the activities express the judgments 
typical of a clearly specified group, the sampling is 
inadequate. " 
A number of comments have been made against an analysis 
such as carried out in this imvestigation, but Charters and 
21 Waples stated: 
"The criticism has been raised against activity 
analysis that it determines duties that are performed 
rather than duties which should be performed. While 
this criticism is widespread, it is not well taken." 
!!/ -
In the field of supervision, D. R. Peckham reported 
y Ibid-., p. 169-110. 
J/ Ibid., p. 120 • 
y Ibid., p. 112. 
.!./ Dorothy R. Peckham, An Evaluation of the Prim.ciples ef 
Supervision in Terms of Activities and Administrative 
Provisions, Unp~blished Doctor's Dissertation, University of 
'Texas, Austin, 1948. 
the results of her st~dy, which included a list of chief 
types of knowledge, duties, and provisions characterizing 
modern public school supervision. These were classified under 
ten general principles of supervision with each duty and 
provision to be rated for importance. The investigation was 
undertaken beca~se of the felt need for an analytical research 
of the principles of s~pervisio.n and an evaluation pr0cess in 
connection with these principles in terms of activities and 
provisions made by administrators for these major :runct;t.ons. 
Peckham reviewed many studies that dealt with supervision and 
its many phases, with a subseq~ent product o!' ten guiding 
principles and the types of duties and practices under each 
principle considered most significant. 
!I Kearney reported the principles of administration as 
developed through the analysis of pro:ressional literature in 
the field of public and educational administration. He 
analyzed a large n~ber of publications in the field of 
education and found a set o:r standards that can be used in 
appraising administrative practice over a number of years. 
The literature chosen as the basis for the library research 
for evaluative standards were selected on his judgment. 
In the develo~ment of the list of principles, Kearney 
y Nolan e. Kearney, "Seven Standards !'or Administrative 
Effectiveness, .. Educational Administration and Supervision, 
March, 1950, 36:180-189. 
E) Ibid., p. 183. 
y 
:t7 
stated: 
nAs the selected sources were studied, and the 
principles discovered in them were listed, it was 
found that certain broad areas of emphasis reocurred 
again and again. Among them certain standards of 
effective administration in the area of executive 
control covered by this study could be identified. 11 y 
Coe un~ertook a study to meet the need for more 
detailed in:f'ormation including the duties, responsibilities, 
relationships, specialized knowledges and skills of the 
vocational high school principal. The method used in 
carrying out the study consisted of locating and inviting 
representative primcipals to participate. 
by: 
Such data f0r the job analysis was secured primarily 
1. Personal interviews with principals~ 
2. Information gathered from principal's co-workers 
and superior officials, and state education 
department supervisors~ 
3. By observation of the sch0ols in operation., 
4. Ey study of bulletins, surveys, and other 
~ublieations dealing with the program of what, 
how, when, and why the principal's perform 
certain activities. 
This study was a fact-finaing study o£ the functioBs 
!/ Burr D. Coe, "Job Analysis of the Vocational High School 
Principalship, n National Associati0.m. (!)f Secondary Se]a.ool 
Principals (December, 1953), 37:112-8. 
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and duties or the administrator and not associated with 
evaluation. 
11 Wilson wrote a short but suggestive article on job 
analysis in which the work was accomplished by the various 
groups or school personnel in Contra Costa Conaty, California. 
The experime.nt sought to answer the question: "Can job 
analysis used so successrully in industry be adapted to 
education?" 
From a master job analysis, the Contra Costa experiment y 
can be used for the following; orientation of new members, 
classification of office policy and overall working regu-
lations, help in determination or adequate and rair wages and 
-salaries, staff an~ selr-evaluation, and proper selection of 
new personnel to fill vacancies. Many ot·her groups benefited 
rrom this analysis such as new principals, boards of education, 
administrators, teacher-trainimg institutions, and laymen. 
2.1 
A summary of Arnold's procedures used in conjunction 
with his study in teacher-sharing in administration will be 
presented here as this study was of special value in the 
preparation of this investigation. A check list was con-
structed for the main purpose of discovering whether teachers 
lJ Bryan o. Wilson, "The Contra Costa County Experiment: Job 
Analysis ~0r the Teaching Profession," School Executive (July, 
1951), 70.27. .. 
y Ibid., p. 27. 
Jl Dexter o. Arnold, Teacher-Sharing in School Administration, 
Unpublished Doctor's Dissertation, Boston University, Boston, 
1951. 
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can and skould share in dttties ordinarily the responsibility 
of administrators. In order to form a frgmework of reference 
for his ckecklist, a list developed by Ayer was used because 
it was considered to be the best available and most adequate 
for the study. In the first checklist, only duties which were 
found to be important to administrators were used. y 
Arnold summarizes: 
11 The checklist type of inquiry form was considered · 
to be the best instrument for determining which of the 
duties of sclll.ool administrators mentioned abC>ve were 
essential, desirable, or undesirable for teacher-
sharing. One hundred and two graduate students in six 
classes dealing with school administration and super-
vision conducted during the 1950 Summer . Session at 
Boston University cheeked the list of duties. In 
interpreting the data, a duty was considered to be 
essential or desirable if it had been so marked by a 
majority of the graduate students. 
The duties in which teacher-sharing were consider-
ed essential or desirable served as a basis for the 
second check list called, nA Cheek List of Adminis-
trative Practices." Each of these duties was restated 
in terms of teacher-sharing. 
Each of these practices developed from the duties 
was written on a three by four inch card and filed 
under the same type of duty as it appears in the Ayer 
list. The literature concerned with democratic 
educational administration was searched to find 
additional specific practices. This second check list 
consisted of 295 practices. 
The cheek list of practices was submitted to four 
juries consisting of 25 members of college and 
university faculties concerned with graduate programs 
for the education of schoQl administrators, 25 super-
intendents, 25 principals, and 25 teachers. The 
responses to the Check List of Administrative Practices 
were tabulated on special forms to show both individual 
17 Ibid., pp. 25-26. 
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and group respom.ses to each practice. Comments were 
listed in notebooks with a separate page numbered to 
correspond with the numbers of the practices. 
The procedures used have been designed to provide 
both a valid amd reliable cheek list. The jury 
technique seems to have been well established. Check 
lists are recognized instruments of research. Every 
effort has been made to avoid bias and prejudice." 
Some of the most valuable contributions to the present 
undertaking has been the job analysis procedures and teeh-
11 ni~ues used by research.!/s at the Bost<~>.n University, School 
I' of Education. Maybury based her study 0n job activity with 
the ultimate aim of revealing implications for curriculum 
revision amd guidance activities. She investigated the 
positions held by individuals who were trained in secretarial 
curriculums on the post-high-school educational level. y 
Griffiths analyzed a large number of checklists 
submitted for her study by music supervisors in 11 eastern 
states. The duties listed in the inquiry form were rated for 
frequency of participation and for difficulty of performance. 
A large variety of statements pertaining, collectively, 
to all major phases of the work performed by certain college 
:J/ 
and university health educators were secured by Merrick 
I i/ Sally B. Maybury, A Job Analysis Teehmique Applied to 
Secretarial and Stenographic Positions ••• , Unpublished 
II Doctor* s Dissertation, B0ston University, Boston, 1952. 
II 
'I 
£1 Ruth Grif~iths, A Job Analysis of Selected Music Super-
visors in Eleven Eastern States, Unpublished Doctor's 
Dissertation, Boston University, Boston, 1953. 
Jl Roswell D. Merrick, A Job Analysis of Selected Health,·. · 
Educators in Colleges and Universities, W~published Doctor's 
Dissertation, Boston University, Bo .. sto.m)~ '-195'3. --
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and formulated into an inquiry form. 
!I 
The researea conducted by Mackey involved three major I 
!I I phases: (1) development and classification of a comprehensive 
II 
list of duties of women supervisors of physical education in 
public schools; (2) the devising of an efficient rating seale 
for evaluation of the duties; (3) procurement of nation-wide 
professional sttpport and participation in the study. 
?J Rice furnished objective data in his study pertaining 
II to the nature and distribution of duties practiced by college 
1 physical education directors. 
I 
I 
I 
I 
3. Job Analysis Studies in 
Elementary School Principalship 
The modern elementary school principal occupies a 
11 responsible position in the administration of a school. His 
11 chier responsibilities lie in directin.g the activities or 
I others, and in operating his school in an efficient manner. 
He initiates, in accordance with the general policies o.f the 
II superintendent, local practices and procedures. He delegates 
i 
duties, supervises classroom instruction for the purpose of I .... 
II 
II 
I 
improving its quality, develops teamwork among the school 
y Helen T. Mackey, A Job Analysis of \W0men Su;eervisors of 
Physical Education in the Public Schools o.f the United States, 
Unpublished Doctor's Dissertation, Boston University, Boston, 
19.54. 
£1 Sydney W. Rice, A Job Analysis of Selected Directors of 
College Physical Education, Unpublished Doctor's Dissertation, 
Boston University, Boston, 19.54. 
I 
I 
I 
I' 
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staff, evaluates the results of instruction, encourages 
teachers to grow in-service, conducts group discussions, leads 
in school community activities, and performs many other 
duties. 
Most of these duties and responsibilities have resulted 
from a long period of development. They might be called the 
significant periods or stages since the principalship has 
been slow in developing. 
The first stage was that in which there was but one 
teacher whose chief duty was to teach. In the next stage 
there were two teachers, one of whom was designated as 
"head teacher." The chief duty of the "head teacher'was to 
teach. 
He was a teacher Next came the teaching principal. 
1
1 
only part-time. The next-to-last stage in the development 
was the presentation of a building principal whose chief duty 
was the administration of his school. Finally, in the last 
stage came the supervising principal. His chief duty 
supposedly was to improve the instruction in his school. 
According to the Twenty-seventh Yearbook, N.E.A., Department 
.v 
of Elementary School Principals: 
"In this sense of technical skill, the replies 
of elementary-school principals to the 1948 question-
1/ Department of Elementary School Principals, National 
Education Association, The Elementar~ School Principalship--
Today and Tomorrow, Twenty-seventh Yearbook, Washington, 
1948, p. 108. 
naira suggest that the professional supervisory 
skill of principals has become richer and more 
significant." 
ll 0tto points out in writing about "The Future of the 
Principalship" in the yearbook: 
"The future role of the elementary school principal 
will not be that merely of a line officer responsible 
for the entire program and all the individuals in his 
school. The future role of the principal will be 
primarily that of coordinator, consultant, and staff 
education leader. He will take an active part in 
teacher education. His chief functions will be to 
help identify problems, to coordinate the various 
phases of the program in his school, to consult with 
individual teachers and groups of teachers regarding 
other problems, to provide the necessary conditions 
and resources for good teaching, and •to run inter-
ference• for the teacners and pupils so that the 
latter may carry forward worthwhile educational 
activities with the fewest number or obstacles, 
restrictions, and interferences." 
There are many studies in elemeDtary school adminis-
tration which, because of their great scope and intent, were 
considered in detail by this investigation. They provided 
assistance in establishing procedures and techniques for 
gathering and analyzing the data for this present undertaking. 
The studies are presented in chronological order. 
y' 
The Seventh Yearbook Bulletin, of the Department of 
Elementary School Principals or the National Education 
Association, is a report on the standards and training for 
!J Ibid., p. 271• 
y' Department or Elementary School Principals, National 
Education Association, The Elementary: School Principal, 
Seventh Yearbook, Washington, 1928, ix • ; 638 pp. 
24 
the eleme~tary school principalship. The committee working 
on this yearbook had two e>utcomes in mind, first, the 
investigation and presentation of conditions existing in the 
field, and, second, the suggestions of desirable lines of 
improving these conditions. 
This yearbook has offered some concrete assistance to 
the entire process of gathering principals' duties and 
responsibilities. Chapter IV presents the findings of several 
research studies which had classified the many character-
istics, duties, and responsibilities of tb.e elementary school 
principal under such functions as administrative, super-
visory, and clerical. The report revealed the necessity of 
carefully analyzing the tasks of the elementary school 
. 11 
administrator. Further, they stated: 
"There have bee.m. a l!lumber of studies of the duties 
and functions of the elementary principal. None of 
these studies have completely covered the field. It 
will probably never be possible to assemble an ideal 
list of functions of the principal applicable to all 
situations." 
The problems vary in different schools, according to 
this yearbook, because of the influence of eom:munity 
conditions, school size, pupil nationality, policies of the 
superintendent, training of the principals, ud other 
factors. In the exact classification of principals' duties 
many Qiffieulties are encountered, because these duties 
change classifications in particular situations. A super-
Y Seventh Yearbook, op. cit., p. 182. 
25 
visory function may become administrative simply by a change 
of emphasis in its execution. 
It has been suggested by the committee reporting in the 
Seventh Yearbook that a careful classification or job analysis 
11 
of the principal's daties would accomplish these purposes: 
u (1) It weuld tend to standardize the principal ship. 
This may be an outcome of doubtful value, particularly 
since educational theory advises the principal to meet 
the needs of his community. (2) The job analysis has 
been suggested as a means of impreving the principal t s 
work. By checking his work .against a well arranged -
list, a principal may improve his time allotments and 
discover obligations not hitherto recognized. (3) The 
list of duties may be used by the superintendent in 
developing policies for clerical help, division of staff 
responsibilities, evaluating the position of the 
principal amd for training the principal in service. 
(4) The analysis of responsibilities should be of value 
to colleges and universities in cl.eveloping a training 
program. 11 
In Chapter XXV of the Seventh Yearbook several studies 
were summarized which are related to this presem.t study. y 
Martin reported to the New England Association of 
Superintendence, November, 1923, on certain facts concerning 
supervising principal dealin.g with percentages of men and 
women in supervizing prineipalships, median ages, per cents 
with. college degrees, distributien of principal's school day 
according to major fumetions, and the ideal distribution of 
the principal's school day according to major functions. 
21 
Bates' study of the functions of the elementary school 
y ~·' 1!>· 182. 
gj Seventh Yearbook, op. cit., p. 498. 
11 Ibid.' p. 500. 
principal secured the data by use of a questionnaire. In 
the analysis of the reports sabmitted by 112 ~rincipals there 
was a lack of uni~ormity in the practices of the principals in 
their work, and there was a marked difference among them as 
to what was the most important function in the operation of a 
school. 
.Y Buckingham analyzed the work of the elementary school 
principal to discover ways in. which tasks performed by the 
administration could be improved. It was found that 
principals, teachers, and superintendents had no knowledge o~ 
what constitutes the principal's job. y -
McClure undertook to study the importance of the 
function of the elementary school principal in relation to 
theory and practice. 
The Metropolitan School Study Council's :JI contributions 
to education, especially the report of a study or practices in 
the schools of the organization, carried out under the 
directorship of the Council Committee on Lay Understanding, 
are classics in identifying and describing outstanding 
activities in the broad areas of elementary education. ~wo 
hundred and ~i~ty staf~ members and lay people under the 
1/ Ibid., p. 505. 
y' Ibid., p. 509_. 
J! William s. Vincent, (Research Associate) What Schools Can 
Do--l<U Patterns o~ Educational Practice. Metropolitan School 
~udy Council, New York, 19~6. 
leadership of William s. Vincent, Research Associate, 
Teachers ~ College, Colwnbia University carried out the study. 
One part of the study called for the school systems to 
report what they considered their good practices in comparison 
to what was listed in a brochure. The committee members 
visited the schools and observed and reported the practices 
as they were being performed. Supplementary practices were 
obta·ined (!)n these visitations as individual a i.m the school 
system replaced them. The ultimate result was thousands of 
cards each containing a description of a practice. 
The master list of practices was not listed until 
classifications of the practices had been accomplished. Each 
broad area or pattern had a brief description and then the 
list of practices of similarity were drawn from the original 
cards. None of the materials was · put in final form until they 
were presented to groups in a series of conferences held at 
Teachers · College. The cheek list may serve as an instrument 
for teaching the nature and scope of tke educational program 
in an individual community and for suggesting ways of improve-
ment. 
This study is sigaifieant to· the writer because duties 
and responsibilities were incorporated in the instrument which 
were identified in the following patterns: Explanation of the 
Abilities of Pupils, Health and Safety, Regard for the 
Individual, The School and Commanity, and The Staff. 
In 1948, under the sponsorship of the National Education 
Association, Research Division, National Elementary y 
Principal, the Twenty-Seventh Yearbook was published .for 
the express purpose to "repeat the 1928 analysis of the 
status of' the principalship, appraise the progress made, and 
make reeonnnendations .for policies and procedures." 
The preparation of the volume was accomplished through 
the cooperation of' nearly 2,000 principals who supplied the 
necessary information. The sample was selected .from the 
members of' the department. A total of' 1,500 questionnaires 
were mailed in the .fall of' 1946. The N.E.A. Research 
Division received replies .from 1,413 supervising principals 
and 413 teaching principals. The inquiry instrument used .for 
gathering much of the data in this survey was the question-
naire which supplied data about the J))rincipu: and their 
activities. 
Summarizations o~ the personal and pro.f'essio.nal status 
of' all types of' elementary-school principals were made in 
Part I of' the yearbook. Many advances have been made in this 
area since the survey of' 1928 reported in the Seventh 
Yearbook. 
In both surveys, a u supervising" principal is defined 
as one with 75 per cent or more of' his time .free .from 
regular teaching duties; a 11 teachimg11 principal as one with 
more than 25 per cent of' his time given to teaching. 
1/ Twenty-seventh Yearbook, op. cit., p. 5. 
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Part II o~ the yearbook deals with the many duties and 
responsibilities the principal per~orms in regard to super-
vision and the scb.ool. commUl'lity. A composite list o~ some o~ 
the more important duties which conswne the ad.mi.Ilistrator•s 
time and emphasis were emphasized in this section. In Part II 
o~ the book the local and state standards and legal aspects 
were indicated. The possibilities o~ in-service and pre-
service education were treated and this section de~initely 
had distinct value ~or this present study. Findings on the 
group aetivi ties o~ the local, stat~ and national Grgani-
zations were ineorp0rated in Part IV. The ~inal section 
"The Future o~ the Prineipalship11 had statements by some o~ 
the attthorities on the indispensable attributes o~ the good 
administrator. 
The signi~icanee o~ the study is in its presentation of 
the findings of the prin.cipal's f'Uliletion in supervisory 
activities. In the inquiry ~o:rm the principal cheeked an 
item indicating some type o~ procedure used in supervision, 
and what amount of time was allotted to the major functions 
of supervision. Also, each participant was asked to describe 
one practice which he had sueeess~ully employed. In regard 
v 
to this phase, the N.E.A. Research Division comments: 
"As a gr0up, the supervising pri.m.eipals in the 
present study believe that their general partieipatiom 
1/ Twenty-seventh. YearboCDk, op. cit., p. 97. 
in supervisory activities is p~imarily a matter or 
1 workim.g with the school system sta.:f'f to meet the 
needs of children'. 11 
The committee writing up the study recognized tnat there 
are limitations to tkis type of investigatioa for discovering 
new and effective supervisory procedures. y ' 
"As one method of analysis the descriptions have 
been classified under the four headings: (a) appraisal, 
(b) technical service to individual teachers, (e) 
research, and {cii) · professional leadership. Some items 
include so many phases o~ supervisory procedure that 
they have been listed as 'mixed types•. Ninety-nine 
statements, mostly dealing with non-supervision, duties 
or simply disclaiming any skill in supervision, are 
tabulated under the item •unclassifi ed•. 
In making these classifications, considerable 
personal judgment had to be used. Therefore, the 
classification reveals the opinions of the investigators 
as to what is or is not a supervisory procedure and 
whether or not a given procedure is, for example, 
'appraisal' or 'research'. 11 
The elear-c~t and detailed treatment of the principal-
ship, especially the activities, presented in the two 
yaarbooks has been enormously helpful in this investigation. 
Both volumes encourage further investigations in terms of 
local conditions in 0rder that the many functie.ns of the 
elementary school principal be brought to the highest level 
of ef:t'iciency. 
Bath.hurst 
y 
has presented a fund of information on the 
i/ Twenty-seventh Yearbook, op. eit., p. 112. 
2/ Effie G. Bathhurst, (Editor) 0rganization and Supervision 
of Elementary Education in 100 Cities, Bulletin, 19~9, Office 
of Education, Federal Security Agency, Washington, D.C. 
I. 
organization and supervision of elementary education in a 
bulletin published in 1949. The major purpose of the study 
was to provide data on the following: 
1. Existing types of elementary school organization 
~. Reasons for city-organizational system changes 
). Organization for cooperative planning at all levels 
4. Types of organized groups at work 
5. Supervision 
6. Types of supervisor techniques used for improving 
teachers in service 
1. Schedules 
8. Classification 
9. Pupil progress 
10. Pupil records aad progress reports 
11. School community relations 
12. Organization and management of instructional 
materials 
13. Coordinating community resources. 
Much credit must be given by the writer to this bulletin 
for the valuable activities listed in which principals are 
participants. 
.!1 The editors of the School Executive devoted the 
planning section of the September, 1950, publication to the 
y Educational Planning, (Editors), ''The Job of the 
Principal," The Scln.ool Exeeutive,(Septe:mber, 1950), 70:61~76. 
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work o£ the principal. The views of about 40 principals 
' .!I 
representative o£ the profession were asked these questions: 
"(1) What do you consider to be the important 
phases of your job as principal? 
(2) What problems do you plan to concentrate on 
during the school year, 1950-1951? 
In viewing the job o£ the principal, the participating 
administrators seem to agree that the job is subdivided into y 
the following series of responsibilities: 11general leadership 
tasks and functions; relations with the community aad its 
people; responsibilities for the school program; relation with 
pupils; relations with school personnel; and responsibilities 
for the operational aspects of the school. 11 
The emphasis on these main functions of the job of the 
principal varies from school situation to school situation, 
and from individual to individual. However, these six major ' 
classifications represent most of the jobs a school principal 
perfGrms. 
Contributing principals told their story in describing 
what they consider to be the most important phases of their 
job in the following broad areas: 
1. The Principal's Leadership Function 
2. The Principal in the Community 
3. The Principal and the School Progrrun 
y~., p. 61. 
2/ Ibid., p. 62. 
4. Relations with Pupils 
5. The Principal and his Staff 
6. The Principal and the 0peration of the School. 
1/ 
Valenti - prepared a summary of his investigation in 
which he was concerned with the development and evaluation of 
an instrument to measure the attitudes with which adminis-
trators look at the various areas of problems pertaining to 
the administration of a public school. He wanted to discover 
the extent and degree to which the attitudes of principals 
within a given school are in agreement with clilrrent i<ileas 
since this relationship has a bearing on the kind of learning 
going on in the particular school. An in-service training 
program could be utilized by leaders to modify attitudes and 
~liminate undesirable ones for the good of the service. 
Valenti describes the leadership process as "mainly 
?:! 
one of maintaining effective communication." 
In his methodology, he studied the job in terms of 
factors discovered in the study of professional literature. 
This was accomplished because he deemed it necessary to select 
a method of evaluation which would coincide with the needs of 
his study and it was decided to use a self-administered 
inventory to obtain the desired information. Gther sources of 
information used in constructing the inventory were: 
!/ Jasper J. Valenti, uMeasuring Educational Leadership 
Attitudes," Journal of ,Applied Psychology, (February, 1952), 
36:36-43. 
y Ibid., p. 36. 
I 
1. Experiences in administration 
2. Textbooks on public, private, and educational 
personnel management 
3. Interviews with administrators 
4. Questionnaires given to teachers, administrators, 
and students. 
The items were listed in the 23 areas which were 
characteristic of the styles of administration. The pre-
liminary form was prepared after two sets of judges had rated 
the inquiry form. Seventy-three subjects rated this form. 
The revised form went to 515 teachers and administrators in 
4l schools of 14 school systems, located in Illinois, Indiana, 
Michigan, s.md New York. The schools were chosen whose school 
personnel were representative of those in typical city scheol 
set-ups. y 
Enochs made a report on the problem of defining a good 
principal. Comparatively little has been done in this area. 
He gathered first-hand information from a gr0up of principals 
whose first step was that of defining the good administrator 
in terms of behavior. Two questions were posed by the 
discussion: 
1. How can principals evaluate themselves as 
administrators and supervisors? 
I 
I 
'
1, y James B. Enochs, 11Elementary School Administrators Evalttate 
Themselves, 11 Elementary School Journal, (September, 1952), '' 
51:15-21. 
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2. What are the things which the good administrator 
does? 
The principals participating in sol viBg the problems 
listed 10 behavioral categories, each o~ which represented a 
large segment o~ work or duty ~or the administrator. Behavior I 
. . I 
as they used it meant those practices such as knowing, 
1 thinking, understanding, and doing. The behavior character-
istics o~ the good administrator in each o~ the 10 major 
categories were proposed, discussed, stated, and listed. 
The list o~ items under each behavioral characteristic 
I' 
was mot presented as being ~inal in itsel~, but only 
suggestive or a starting point to which other items could be 
added. The main functions o~ the good administrator were 
I 
' 
listed as ~ollows: 
1. 
2. 
3. 
4. 
.5. 
6. 
7. 
B. 
9. 
10. 
Curriculum 
Personnel 
Public Relations 
Pupil-teacher Relationships 
Non-certi~icated Personnel (custodians, clerks) 
Coordination with Central O~~ice 
Guidance-pupil adjustment and placement 
Articulation with secondard an<i other schools 
Supplies and Equipment 
Organization o~ Program. 
In the summary o~ the article some implications are 
listed as ~ollows: 
1. The tormulatioa of the list and its use are fine 
examples of democracy at work in the schools. 
2. By use of this technique, principals can make a 
more objective, valid, and reliable evaluation. 
3. There are implications for officials .of our higher 
institutions training principals who are responsible 
for developing course work in administration and 
supervision. The evaluation should be of 
assistance to those who are working toward the 
improvement of training programs for the principal-
ships. 
4. Tae evaluation checklist sho~ld also assist 
I administrators in improving the selection of can-
1 didates for administrative positions, since the 
11 characteristics they seek are clearly defined. 
II In t!,i October, 1953, issue of the National Elementary 
II Principal, an analysis of the principal and his job, and his 
way of we>rking on the job was presented. The theme was 
selected because so many administrators had indicated their 
concern over insufficient time for the job. They felt that 
the multitudinous details kept them from doing an outstanding 
job in one of the most important functions, that of improving 
instruction. 
!/ Department of Elementary School Principals, "The Principal 
Studies His Job," The National Elementary Principal (October, 
19.53) 33:10-23. 
., 
Results were analyzed in te~s o£ how principals spend 
their time in terms o£ devotion to certain job activities 
which compose their jobs. Implications drawn were that sinee 
the principal spends fifty per cent of his time in his office, 
it might be well to study the organization o£ the office for 
They suggest further study on the jl efficient management. 
problem of communication and conferences, and the multiplicity 
of details encountered each working day. 
II During the summer of 1953, a group of graduate students 
I at Teacher : : College, Columbia University, reviewed the job 
analysis reports that appeared in the October issue of the 
II National Elementary Principal. Y They developed a checklist 
for the principal involving (1) a series of questions which 
a principal might use to gain furtlil.er insight into his job 
and his ways o£ working, and (2) a series of questions which 
help point the way to good use of time. 
'j 
?/ Campbell emphasized the necessity that 11 all activities 
of school leaders ought to be directly or indirectly related 
to the improvement of instruetion. 11 
y Department of Elementary School Principals, "The Resource-
ful Principal Finds Time for the Job,u (December, 1953), 
33:5. 
?J Roald F. Campbell, 11 Principles 0f an Effective Organi-
zation for Supervision," Educational Administration and 
Supervision, (December, 1953} p. 462. 
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!I Fitch, in a recent study, made an attempt to discover 
how supervising principals in Pennsylvania allocated their 
time and on which activities they spend the most time. In 
this state a supervising principal deals with all matters 
pertaining to the general administration and supervision of 
the schools in his district. How he allots his time as chief 
school administrator with all the duties and responsibilities 
connected with his job is in his hands. To gather his data, 
the author mailed 631 questionnaires to supervising principals 
in certain school districts in Pennsylvania. Findings in the 
survey were based on 400 respondents. 
rrsing a structured interview outline, Fitch found that 
among 13 supervising principals interviewed, 31 practices were 
observed that tend to increase administrative efficiency. 
Previous to this undertaking, he had isolated 22 time-
consuming activities from a list of 82 administrative jobs. 
In Pennsylvania supervising principals spend an average 
54 per cent of their time on operational duties, 28 per cent 
in supervising the improvement of instruction, 11 per cent on 
public and human relations, and 7 per cent on other duties. 
Summary 
1. The function of this Chapter is to review the 
research related to this investigation which 
ij George E. Fitch, "Practices That Increase Administrative 
~ficiency," The Nation's School, (January, 1955), 55:50-52. 
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I 
I 
f: ·-l 
I '-
II 
logically was divided into the rollowing phases: 
a. Job Analysis Studies Performed in Industry, 
Business and the Professions 
b. Job Analysis Studies Performed in Various 
Educational Fields 
c. Job Analysis Studies in Elementary School 
Administration 
2. These studies may be generally categorized as 
(a) analysis of the status of the principalship, or 
those studies dealing with the principals, practices, 
procedures, patterns, and trends of the elementary 
school principal, (b) those studies dealing with 
specific phases of administration, (c) those studies 
in business and industry which have accepted the 
basic method of job analysis and have recognized the 
importance of identifying qualifications required for 
adequately performing any given occupation. 
Collectively, these studies have been helpful in 
determining the content of this study and its inquiry form 
concerned with job characteristics, duties,and responsibilitie~ 
Through such articles as presented in this section much belp 
has been received in establishing a background for this 
II undertaking. The review of related research seemed to verify 
the thoughts of the writer that the authors of the public-
ations do not speak with fina ity as to just which duties a 
principal should perform. The literature points out the need 
II 
/l 
I 
f'or f'urther study of' the developing role of the elementary 
I principal and justifies the adaptation of a. job analysis 
j technique to this task. 
If 
CHAPTER III 
DEVELOPMENT AND USE OF Tll!E RESEARCH INSTRUMENT 
Essentials of a job analysis.-- The purpese of this 
study was to inquire, in detail, by use of a job analysis 
technique into the practices of the elementary school 
principals and to furnish objective data ~ertaining to the 
nature and distribution of duties and responsibilities 
performed by the principals. 
Review and study of the development of job analysis 
through its application in business, public service, and 
educatiqn revealed certain factors and principles which 
are the essential components of any type of job analysis. The 
procedure utilized, however, will differ from study to study, 
depending upon (1) the determination of what information is 
desired, (2) for what regions or areas tl!tis information is 
desired, (3) the sources from which such information may be 
obtained, (4) what the limitations are in the analysis, and 
(.5) the organization and use of the information. Since job 
analysis is a method of gathering data about a specific worker 
and his work, the researchers vary the method of procedure 
depending upon the objectives of the investigation. 
Any job analysis should not, however, be regarded as an 
attainment in itself, nor should it attempt to evaluate the 
person doing the job. It is a means to an end, the common-end 
4.2 
I! 
products being the {1) job description in terms o~ presenting 
the characteristics, duties, and responsibilities o~ the 
11 particular position; (2) job speci~ieations, or a written 
jl record o~ certain desirable traits, judgment, ability, and 
I' knowledge o~ position involved; and { 3) job classification, 
,, which shows relationships to other posi tiona or group of 
positions. There is a need for formalized research of the 
t 
I 
I 
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total jab. 
The selection o~ techniques used in this study was made 
on the basis o~: 
1. What information was desired. 
2. Determining the most e.f~ieient sample design and 
sample size subject to the limitations o~ time and 
cost imposed on the study. 
3. Determining the method o~ sample selection and 
taking all necessary precautions to avoid sample 
bias. 
4. Obtaining the sample data. 
5. Editing and tabulating the sample results. 
6. Analyzing the results. 
A more detailed picture o~ the principal was sought to 
I add value to the job analysis. Thus, in~ormation on the 
II 
II 
I 
I 
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characteristics o~ principals, their economic status, organi-
zation of schools, personnel services, and operational 
practices was added to accomplish this aim. 
Determining the approach to the study.--This 
4-3 
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investigation, even with careful planning, eould not foresee 
every problem to be encountered. The inquiry form does not 
supply all the information needed in a comprehensive job 
analysis because of the complex nature of the job. Thus, 
this research involves the following phases, all being 
de~endent on each other: 
1. The pre~aration of a rating scale with the duties 
and responsibilities clearly and impartially written 
for an unbiased sample study. 
2. The evaluation of the various aspects of the duties 
and responsibilities by a small, carefully selected 
segment of the elementary principals of the public 
schools in eastern Massachusetts. 
3. The discovery by statistieal investigation of the 
values given each duty and responsibility for 
importance in the investigating instrument by 
principals, superintendents, and teachers attained 
by the sample design. 
Location and collection of the duties and responsibili-
~.-- As a means of locating and collecting practices for 
the list of duties and responsibilities the following methods 
were employed: 
1. Analysis of documentary materials. 
2. Previous studies of the elementary school principal-
ship. 
3. Interrogation of principals. 
44 
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4. Direct experience by the researcher. 
The first step prior to the identification of tm.e 
pt>actiees was to define the elementary principal i.m. order 
to provide a basis for selecting the duties and responsibili-
ties to be used in the inquiry form. The initial research 
and thinking resulted in the following definition: 
The elementary school principal, through his leadership 
efforts, based on the interrelationships of' all school 
personnel, directs, guides, and integrates his endeavors 
towards goals that have been accepted as desirable. 
y' 
Wetzler, in considering the objectives of the job of 
the principal, looks at it from this viewpoint: 
"If the administration of an educational institution 
consists essentially in making of' decisions, it is 
important that the ways and means by which administrative 
decisions are made and carried out be clearly defined 
and understood. The various officers are charged with 
the primary purpose 0f' co.m.summating the institutions 
objectives." 
The procedure of analyzing documentary materials was 
used for collecting the practices of elementary school 
principals. The whole range of the literature pet>taining to 
the principalship was examined to select a set of' representa-
tive duties and responsibilities. It was hoped that the 
practices discovered would take oa full meaning since the 
respondents would be expected to have some basis through 
experience in interpreting the terminology. However, one 
1/ Wetzler, op. cit., p. 113. 
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cannot assume that certain words meaa the same to everybody. 
As the elementary school principals did not commence to 
com~ to the fore until they organized in 1920, aad as their 
reports did not appear until 1921, literature published before 
the developme.l.'lt of the principalship was not considered in 
this study. 
In general, the literature judged to be most pertinent 
comprises five groups of references located :from tl!tese 
sources; 
1. Professional textbooks which treat the vast field of 
the elementary school principal. 
2. The large group of educational journals which 
relate directly to the elementary school principal. 
3. Yearbooks of the various national organizations 
concerned with the elementary school principal. 
4. Theses and dissertations relatimg to the field of 
the elementary school principal. 
5. Reports of a special nature such as checklists, 
evaluative criteria, self-appraisal instruments, 
previous related studies, and other compilations. 
Primary consideration was given to the analysis of 
professional textbooks pertaining to elementary school 
administrative practices and procedures. Books and 
.!1 documents analyzed in order to collect duties and respon-
sibilities of elementary school principals are indicated in 
y Appendix, p . 246-253'• 
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the bibliography with an asterisk (·u·). To extend and qualify 
the list of practices, some consideration_ was given to 
opinions obtained through discussions with principals. Only 
significant information was utilized. 
As the duties and responsibilities were located in the 
extensive reading of the literature, they were recorded on 
worksheets measuring 28 by 17 inches. This resulted in the 
selection of a number of representative and significant 
practices for each of the eight major classifications. The 
classification of the duties and responsibilities for the 
rating seale will be discussed under Classification of Duties 
and Responsibilities. 
The next step involved the special study and evaluation 
of the voluminous practices accumulated on the worksheets. 
Duplicate items were eliminated and items which were not 
. clearly stated were reworded. When this procedure had been 
completed, the list consisted of 285 duties and responsibili-
ties, each representing a specific practice under each of the 
eight major functions. The fulcrum of this entire process of 
carefully constructing the initial investigating instrume.Bt 
was the writer's judgment for combining, classifying, 
eliminating, and restating the hundreds of duties a.m.d 
responsibilities as best conceived by present day writers. 
Classification of the duties and respon.sibilities.--
An important step in this investigation was to classify the 
duties and responsibilities into a series of major functions. 
47 
Specifying the s~bdivisiens of the inquiry instrument presented 
a special problem because classifications had to be used which 
could be understood by the respondents. Careful consideration 
of all the factors of classification led to the decision to 
use an analysis of major topics appearing in professional 
textbooks as a source of determining the major functional 
categories under Which the items were to be classified. The 
duties and resp0nsibilities were classified as they pertained 
to the following categories: 
1. Staff Personnel Leadership 
2. Administering Pupil Personnel 
3. Instructional Leadership 
4. Administering Special Services 
5. Office Management 
6. Administering School, Plant, Equipment, and 
Instructional Materials 
7. School and Community 
8. Personal Professional Growth. 
In regard to the selection of the duties and responsibi-
bilities for certain classifications, the duties and responsi-
bilities were classified in accordance to where they appeared 
to be in the professional literature. It seemed significe..m.t 
that the vario'\ils items fell satisfactorily into the main 
categories although some of the items could have fallen 
equally well into more than one division. 
1 Criteria for the construction of master-list of duties 
II 
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and responsibilities.-- Before construction o£ the list of 
duties and responsibilities could be attempted, it seemed 
necessary to establish criteria for the construction of the 
list of activities. A clearly written and impartial list of 
statements was considered an essential prerequisite for an 
unbiased sample study. It was obvious that the insertion of 
biased or poorly written statements would produce biased 
results. The psychological requirements for the construction 
of a good list of duties and responsibilities are summarized 
as follows: 
1. The inquiry form should be so constructed as to 
make it easy to obtain the necessary data from the 
respondent. 
2. It should be carefully written, taking into aeeount 
the influence which its own wordi~g might have upon 
the ratings of the respondent. 
3. The inquiry form, by adequate construction and 
arrangement, should lay the groundwork for the 
sound analysis and successful interpretation of the 
data. 
The principal's advisory committee in development of the 
inguiry form.-- In order that every precaution be taken to 
identify and describe the job of the elementary principal 
accurately and completely, the use of principals kmown to have 
special knowledge of the problem being studied was employed. 
The data received from these authorities and specialists were 
49 
essential to this study. An active gro~p of local principals 
known for this study as the Elementary Principal's Advisory 
Committee met in November, 1954 and discussed problems 
centered around the job o£ the principal. Further, they were 
furnished with a preliminary rating seale and were requested 
to check the practices, add or delete practices, and make 
other suggestions relating to wording of practices. They were 
asked to comment on the methods and techniques used in the 
rating scale as a follow-up to the first meeting. 
A conference with the committee took place in December, y 
1954. The notes of the previous meeting were distributed. 
The conference proved productive and significant. Since the 
committee in the field had acquired conspicuous experience, 
their opinions and suggestions, with varying degrees o£ 
safety, were accepted as data o£ a qualitative character. 
The use of the preliminary inquiry form with the 
advisory committee seemed significant, as principals working 
the field can help describe the job duties and responsibi-
lities which they perform on the job. Any duties or 
responsibilities peculiar to a geographic area would have been 
brought to light by the procedure of distributing the 
preliminary instrument to principals located in eastern 
Massachusetts, even though it involves the limitations 
attached to all pooled opinion. With the help or this speeial 
group, the preliminary list of practices was redtteed to 229 
!/ Appendix, p.179. 
duties and responsibilities which was used in the pretest 
rating scale. 
Develowment of a tentative rating seale.-- This phase of 
the investigation, the development of a rating instrument to 
be used in a so-called pretest or trial study, was undertaken. 
because a list of duties and responsibilities does not furnish 
all of the information needed in a comprehensive analysis of 
a job. The selection of a rating seale to use in this present 
study was done in order to achieve maximum evaluation and 
precision at a minimum cost. 
In view of the ultimate objective of this operation, to 
obtain as accurate information as possible of the value of 
certain population characteristics from the sample data, the 
following criteria appeared to be most significant in obtain-
ing the required information from the principals: 
1. Frequence 
2. Difficulty 
3. Circumstances Affecting Performance 
4. Importance 
These four criteria were included in the investigating 
instrument as no sipgle criterion can determine the relative 
preferences for performing certain duties and responsibilities. 
Frequency alone cannot insure the securing, with maximum 
reliability, unknown information about the population. With 
the evaluation of four criteria, one is in a much better 
position to draw reliable information than if he had only one 
F" !BGston University 
;}3.chool of Education 
l- , Library; 
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criterion. 
It was considered that the Difficulty of Performance of 
duties and responsibilities should be evaluated since this 
might have significant relationship to a principal's education 
and training. It was felt that an attempt to obtain some 
measure of the Circumstances Affecting Performance might 
give clues as to the reasons for the evaluations on the other 
criteria. The criterion of Importance was included in order 
to obtain a rating of how important the s~eeific duty and 
responsibility was in the administrative progrrum of the 
principal. 
As a further study of the prineipalship, the character-
istics of principals, their economic status, enrollmaitin 
school, building facilities, personnel facilities, and 
principal's time distribution were included in this study as 
items to be checked. In order to cheek the type of courses 
the principals had taken in higher institutions either in 
college preparation or in-service programs, they were asked 
to check the list of courses in the inquiry form. 
The preliminary rating seale was composed of 
Frequencies based on five degrees as follows: 
5 Very frequently - a duty and responsibility performed 
. once or more a week. 
4 'Frequently - a duty and responsibility performed 
once or more in two weeks, but not as often as 
once a week. 
3 Occasionally - a duty and responsibility performed 
once or more a month, but not as often as once in 
two weeks. 
2 Infrequently - a duty and responsibility performed 
once or twice a year. 
1 Not performed - a duty and responsibility not 
performed personally in your position. 
The criterion of Difficulty was based on a seale of 
s i.x degrees: 
5 Extreme 
!t. Considerable 
3 Moderately 
2 Some 
1 Little or n~ne 
x Not rated 
It was suggested to respondents that duties and 
responsibilities not performed should not be rated for 
Difficulty. 
Im the preliminary rating seale, Circumstanees Affecting 
Performance were enumerated as follows : 
A Central office policy 
B Budget - finance 
C Teacher training 
D Parent education 
E Pupil understanding 
F Time limitations 
, 3 
G Personal preference 
H Staff personnel 
I Facilities 
X Other, not listed. 
In this rating scale no attempt was made to weigh the 
Circumstances Affecting Performance; they were to be idemtified 
by encircling the appropriate letter. 
It was suggested to the respon~ents that a rating might 
be made on a specific item for Importance if the respondent 
attached some degree of importance to it, and felt qualified 
to make the rating. 
Two pages of identifications data, one page of 
instructions, and two pages of key to ratings with instruc-
tions and a sample rating preceded the listing of the 229 
duties and responsibilities. 
Two identical copies of page four of the preliminary 
.!1 
rating seale were purposefully included, with the 
suggestion that one copy of page four be removed and used as 
a guide by the rater in the completion of rating scale. At 
the end of the scale, the respondent was asked to list and 
rate any duties and responsibilities performed but not 
included in the instrument. 
Finally, one section re~uired the insertion of the 
average percent of time given to the major functions of the 
principalship, together with a request tG indicate the per 
1/ Appendix, P·l90. 
cent of time recommended for more effective performance on 
each major category. Respondents were asked to indicate the 
total time spent on the rating seale; and whether they would 
care to have a eopy of the final results. 
y' 
Pretest of the tentative rating scale.-- The tentative 
investigating instrument was submitted to the test of a 
preliminary try-out. In the instrument an attempt had been 
made to obtain some measure of every phase of the principal-
ship. The practices in the rating seale, together with the 
corresponding measure needed preliminary analysis. The 
purpose of the pretest of the scale was to determine the 
clarity of the duties and responsibilities, to furnish 
·additional duties, and to solicit the cooperation of the 
participants for ideas and ways to improve and refine the 
instrument as a whole. 
Selecting participants for the pretest.-- As 
experienced school administrators and teachers were desired 
as participants in the preliminary study, classes consisting 
of graduate students attending the 1954-1955 Boston 
University fall term in the following courses were used: 
EE-711 Elementary School Curriculum 
EA-805 Seminar in Elementary School Administration 
EA-701 Administration of an Elementary School 
A total of 50 graduate students completed the rating 
scale. Of these, 25 were teachers who rated each duty and 
1/ Appendix, p.l87. 
responsibility an elementary school principal is believed 
to perform :for Importance according to their opinion of the 
degree of' importance of each item. Twenty-five administrators 
cooperated in tke preliminary try-out by completing all phases 
of the instrument. 
Procedures ~sed in tabulating data from the preliminary 
rating scale.-- All tabulations were accomplished by hand, 
and special type tally sheets were devised to serve the 
purpose. Data concerning the criteria Freql!leney, Difficulty, 
and Circumstances Affecting Performance were tallied on 
separate sheets. Separated cells were provided :for the 
t abulation of each participaat•s rating on eaeh item. 
The total scores were computed for each llit'lty and respon-
sibility on the basis of four criteria as rated by the 25 
administrators. On the teacher's ratings the only criterion 
rated was Importance and total scores were computed on eaeh 
item for this criterion. 
After all the item scores were computed, they were 
placed in descending rank order for eaeh criterion. The 
scores were then transmuted into deciles to facilitate 
further the comparison of the criteria. 
In this pilot study, the statistical concept, the 
decile, was utilized to reduce the ratings of the duties and 
responsibilities to a camparable basis. Deeiles are described 
as, "The .first decile is that point in a distribution below 
which 10 per cent of the eases lie; the second decile is that 
point below which 20 per cent of' the cases lie; and so forth; 
and the ninth decile is that point below which 90 per cent of' 
the eases lie. Like the quartiles, the deciles are points y . 
rather than ranges of' values in a distribution." 
When all the ratings had been recorded, the inquiry 
f'or.ms were then studied for suggestions as to improved 
wording, additional duties, responsibilities, and refinement. 
Some of the comments were of' a general nature and others were 
directed at particular items. 
Interpreting the data from the preliminary rating form.-
The computation of the nine decile points indicated the 
distribution of each duty and responsibility into tenths. 
Seales on each item also indicated the range of values in the 
various tenths of the distribution which were not equal. 
Dutie s and responsibilities rating high in all criteria 
were given consideration in terms of essentiality and 
desirability. Decile 10, therefore, represented the range of 
duties and responsibilities included in the highest 10 per 
cent of the total number of items. The three criteria rated 
by the elementary sch0ol administrators were considered 
separately. The criterion of Importance rated by the teachers 
was treated separately and then compared with the rankings 
given this criterion by administrators. The comments and 
!J James E. 'Wert, Charles o. Heidt, J. StSJ!tley Ahms.nn, 
Statistical Methods in Educational and Psychological Research, 
Appleton-Centu.ey-C:rof'ts, Inc., New York, 19.54- pp. 40-41. 
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suggestions, critical and otherwise of the respondents were 
reviewed. The comments made concerning each item or groups of 
items were studied to determine if they provided information 
which might affect the response. The various comments and 
suggestions will be explained in the next section of this 
study. 
Revision of the ratiag seale.-- It became evident from 
the tabulation of the trial study that major revision.s on the 
instrument seemed necessary. Chief among these suggestions 
was that Circumstances Affecting Performance as proposed was 
not effective. It required more study thaD recipients wanted 
to give. The circumstances as listed seemed to be confusing 
to the participants and am inhibiting i:nf'luence to the raters 
in their arduous task 0f completing the rating seale. It was 
decided to eliminate this section of the instrument for the 
sake of clarity of the instrument and time factor in completing 
the form. 
In regard to the personal identification data on pages 
one and two of the preliminary try-out form, it was necessary 
to make minor changes and corrections as follows: 
1. Organization of school, I thru VI appeared twice. 
2. Added "Administrative Suite" and "Combination 
.. 
gymnasium-auditorium in special rooms in schools. 
3. Added title "Head teacher11 to "Assistant prineipal 11 
in personnel resources section. 
4. Added uspeec.h eorrectionist" to list of special 
,·· g .. 
t 
services personnel available and omitted space to 
write in types of additional help needed. 
5. Certification data was deleted because it was 
decided it was immaterial to this stady. 
6. The section concerned with indicating the 
approximate number or hours spent on the job each 
day and each week was reworded and placed on the 
last page of the revised rorm. 
7. Table I was revised to give respondents some degree 
of choice in amy item studied in a higher institution 
of learning. Internship was clariried to mean 
practical work experience. 
All personal data and information was explained as being 
confidential, and no direct identity would be used in the 
treatment of the data. 
The directions and key to ratings were greatly simplified 
to save time in reading since it seemed to be one of the 
major objectives to completing the rating scale. Two ather 
suggestions were that the respondent was to rate all duties 
and responsibilities for the criterion of Importance, and on 
the top of each page of the instrument which contained the 
items, directions and the degrees were repeated for the 
convenience of the rater. 
The rating seale for the criterion Frequency was changed 
to five degrees as follows: 
5 Daily 
59 
4 Weekly 
3 Monthly 
2 Semi-annually 
1 Annually 
These were definea as follows: 
Daily - a duty amd responsibility performed once or 
more in a week. 
Weekly - a duty and responsibility performed once or 
more in two weeks bttt mot as often as once a week. 
Monthly - a duty and responsibility performed once or 
more a month but not as often as once in two weeks. 
Semi-annually - a duty and responsibility performed 
once or more in six months, but not as often as once 
in a month. 
Annually - a duty and responsibility once or twice a 
year or whenever necessary. 
The criterion of Difficulty was based on five degrees 
instead of six. The criterion of Importance was not ehanged. 
The original choice of the major functions classifi-
cation withstood the test of the trial study. In regard to 
the list of duties and responsibilities relatively few 
additions needed to be made. Some activities were suggested 
to be added to the preliminary master list, but upon careful 
examination, it was foumd that all of these had already been 
incorporated as part of the original list of duties and 
responsibilities . 
ao 
One of the most useful suggestions was that same 
statements involved philosophy and could not be measured as 
objective jobs from an administrator's point of view, for 
ex~le, " •••• conceives cooperatively the teacher's sched'Ule,'' 
(preliminary form, Item 012). and " ••• introduces cooperatively 
self-evaluative materials" (preliminary form, Item 012). 
Since one of the aims was not to determine or discover the 
philosophy of the administrator, duties and responsibilities 
were simplified. The problem consisted in distinguishing the 
duties and responsibilities from the method of performing it. 
There were a number of words that seemed to need 
explanation, change, or deletion, for example, 11 formulates 
reasonable class sizes" (preliminary form, Item 013). The 
objection was to using the word 11 reaso:nable 11 since it was 
difficult to denote what is a reasonable class size. Words 
used as objectives such as ''adequatett and "correct" eon:fused 
the issue and could be misinterpreted. A few items needed 
revising to insure easier reading. 
The second major revision was to combine the bulk of 
the items in order to reduce the time element of completing 
the instrument. In the tabulation of the total amount of 
time spent on the investigating form by respondents, the 
minimum number of hours was 2t hours~ Several respondents 
claimed they spent 7 hours. The suggestion that an effort be 
made to combine some of the statements thus cutting down the 
length of the instrument was predominant among the try-out 
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study participants. Much errort and time was spent in 
complying with this_ important phase or building an i.n.strmnent, 
For example, items 001-003, 004-.005, 041-043, 048, 054-056, 
078-079, 095-102, 108-113, 114-122, 124-142, 143-171, 172-182, 
183-196, 213-214, 217-218 were combined to reduce the ·length 
of the investigating form. 
The validity or the major £unctions was checked £or 
overlapping. There were activities which could be classified 
under any one £unction, and some items could be classified 
equally well under two or more £unctions. Some or the duties 
and responsibilities were reclassified £or the sake or clarity, 
such as, 11 supervises duties or non-instructia>nal personnel" 
{preliminary form, Item 021) transferred from Staff Personnel 
Leadership to Administering School Plant, Equipme.n.t and 
Instructional Materials. 
Since it was one or the intentions or this study to 
attempt to present a comprehensive picture or the job or the 
elementary school principal, the completeness of the data was 
a matter of critical importance. The method employed in 
checki.n.g completeness was to attempt to cheek the adequacy 
or the duties and responsibilities of the revised form with y 
another list of administrative duties. Arnold had 
constructed such a list with utmost care, and a comparison 
was made so as to insure completeness. 
1/ Arnold, op. cit., pp. 190-210. 
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The revised form used by administrators was arranged 
I more compactly, so that t~ final format was red~ced from 21 
to 11 pages. A new form consisting of five pages was 
I arranged for use by superintendents and teachers. Both forms 
were printed by a photographic off-set process. 
In accordance with the suggestions of the respondents 
on. the try-out study, the final form of the rating scale was 
prepared and the resulting list of 115 duties and responsi-
bilities was assumed sufficiently complete to furnish a 
comprehensive picture of the job of the elementary school 
principal in eastern Massachusetts. 
The conditions and requirements of the sampling 
operation.-- The main idea of this study was that for most 
practical purposes, an analysis of a carefully selected group 
of elementary school principals, teachers, and superintendents, 
would yield information about the principalship almost as if 
the entire population had been investigated. 
The effect of this investigation was to make accessible 
to the investigation facts about the elementary school 
principal in eastern Massachusetts that were hitherto inacces-
sible because of the tremendous cost and other difficulties 
involved in studying great populations. The truth of using 
this technique is based on two fundamental premises. One is 
1/ Appendix, p. 209. 
sf Appendix, p. 220. 
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that suf'f'ieient similarity exists among large numbers of 
principals to permit the selection of a few as representative 
of the entire principalship. Adjustments for any diserep-
ancies among principals between the sample and true value are 
made by the second premise, that some sample items will 
underestimate the true value of ~he principals as a group, 
other items will overestimate their respec~ive true values, 
and these two opposite views tend to counteract each other. 
The results tend to provide an over-all sample estimate 
almost similar or equal to the true population value. 
Sampling selection.-- It was decided to plan in an 
orderly manner the selection of respondents rather than use 
catch-as-catch-can methods. 
The accuracy with which sample results estimate the 
true value of the characteristics of elementary school 
principals in eastern Massachusetts was dependent upon the 
relative absence of bias in the sample data. The importance 
of bias cannot be overemphasized. Bias is committed when a 
tecllnique is used that is believed to yield accurate results, 
but in reality causes the results to deviate from the true 
situation. In this study it was intended to avoid bias by 
selecting sample members representative of the entire 
population, and to select the respondents within an area on 
a random basis. 
For the purpose of drawing randomized samples of 
principals, teachers, and superintendents, it was necessary 
r 
to form complete lists of members of the particular population. 
The first phase was to list all communities located within a 
25 mile radius of Boston. This was accomplished by drawing a 
circle representing the area to be sampled on an official 
1954-1955 Massachusetts route map. Approximately 164 
communities were located within this radius, representing 46 
per cent of the cities and towns in Massachusetts. 
The 30 communities were selected from the basic list by 
.Y 
use of a table of random sampling numbers. Each community 
was identified with a distinctive number amd the participating 
communities were selected tor the sample on the basis of digit 
sequences drawn from the table of raadom sampling numbers. 
Twenty per cent additional communities were drawn as alternates 
in the initial sample to be used as replacements for any 
community not able to participate because of certain circum-
stances. 
It was a relatively simple matter to obtain the names 
of the superintendents for each community drawn for the sample 
by referring to the 1954-1955 directory of the New England 
Association of School Superintendents. The superintendents y 
were sent a letter requesting (1) participation in the 
study, and (2) a directory contaiming the names and addresses 
of the principals and teachers in the school system. As soon 
1J Wert, Neidt, Ahmann, op. cit., pp. 416-417. 
g/ Appendix, p. 182. 
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as the directory was received,a second letter was sent to 
them. This letter thanked the school administrator for his 
willingness to cooperate in the investigation, an~ contained a 
copy of the duties and responsibilities performed by principals 
to be rated for Importance only, amd a self-addressed, franked 
envelope. If no reply was received within a reasonable period 
of time, or if the superintendent did not wish to participate, 
t he school administrator was contacted by letter, telephone, 
or by person in order to motivate him to participate. 
Superintendents were not cut off unless they had retired, 
moved, or were sick and could not participate. 
The directories sent by the superintendents were used in 
drawing the random sample of 120 elementary school principals. 
Each principal was identified and numbered and the table of 
random numbers was~plied for selecting each member of the 
sample. A letter was sent soliciting cooperation in the 
study, and contained a copy of the rating scale, and a self-
addressed, franked envelope . 
The directories sent by the superintendents also were 
used in drawing the random sample of 65 elementary teachers. 
Each teacher was identified and numbered and the table of 
random numbers was applied for selecting each member of the 
. . :JI . 
sample. A letter was sent soliciting cooperation in the 
y Appendix, p. 183. 
y' Appendix, p. 1 84 . 
~ Appendix, p. 1 85 . 
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study, and contained a copy of the rating seale and a self-
addressed, franked envelope. 
It was determined to make the first recall by a follow-
up letter which was sent to non-respondents within two weeks 
after the initial s~ple. Recalls were made by other means 
of communication until the allocation of the effort proved 
non-~roductive and bias of non-response was decreased. It was 
also felt that sufficient numbers had replied to permit 
results to be an estimate approximately equal to the true 
population value. 
All written communications were typed individually and 
signed personally. 
The first instrument was mailed March 1, 1955. The last 
f0rm was received on April 20, 1955. It was felt at this 
time that a desired accuracy had been reached at a minimum 
cost. 
Distribution of the rating instrument to s~ple 
members.-- It was hoped to obtain 30 communities to partici-
pate in the investigation. Non-respondents can be classified 
in this study from a hard core of no possible response up to 
a degree of complete response. Two superintendents in the 
100,000 population group gave permanent refusals to partici-
pate after repeated recalls. These communities could not be 
replaced since no replacements had been drawn from the table 
of random numbers for this particular population group. 
Twenty-three superintendents returned their inquiry forms out 
~======================================~-=-==-9F===--=~i 
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of twenty-eight who had signified their intentions to 
participate by sending their handbooks or comnunications. This 
represents 82.7 per cent of those contacted for the study. 
A total of 120 forms were mailed to principals in 28 
communities. Ninety principals returned the rating scale, or 
75 per cent of those contacted for the study. Five of the 
ninety rating scales were not usable. This reduced the usable 
rating scales to 85, or 70.7 per cent of the total rating 
s cales mailed. 
The rating scale was mailed to 65 teachers in 28 
communities. Sixty-one teachers returned the instrument or 
90.7 per cent of those contacted. 
Table 1. Distribution of Sample Members 
Population No. of No. of Principals No. of No. of 
Groups School in SamQle Group Super in- Teachers 
Systems Supervising Teaching tendents in Sample 
in Sample Group 
Groups 
(1) (2) {3) {4) (5) (6_)_ 
50,000-
99,999 7 33 4 3 19 
25,000M 
49,999 2 10 5 2 6 
15,000 ... 
24,999 3 10 2 3 13 
5,000-
14,999 7 9 5 7 15 
Under 
5,000 9 5 2 8 8 
Totals •••• 28 67 18 23 61 
Principals - Percentage of total replies is of total 
mailing - 90 • 120 • 75% • Percentage total number of 
usable replies is of total number applicable -
Superintendents - Percentage of total replies is of 
total mailing • 23-;- 28 = 82.7% 
Teachers- Percentage of total replies is .of total 
mailing 61 ~ 65 = 90.7% 
Determination of the reliability coefficients by means 
of the Analysis of Variance.-- A fo~ula for estimating the 
reliability coefficient by means of the method of Analysis y 
Variance was developed by Hoyt and is being adopted 
in this study. The results obtained from this method are the 
?J 
same as the Kuder-Richardson formula (2@) • This faet can 
be verified algebraically and numerically. 
11 Heyt stated, 
"This estimate of the discrepancy is a better one 
than that obtained by dividing the test into odd and 
even halves because in the latter case the particular 
split of the test, which is only o.m.e of many possible 
ways of splitting a test, may be an unlucky division 
and may result in either an over-estimate or am under-
estimate of the coefficient of reliability. Further-
more, it has been. shown, that the particular estimate 
of the discrepancy between the obtained and the •true• 
scores is the best linear estimate where •best• is ~ 
considered in the light of the least square eriterion. 11 
V Gyril J. Hoyt, "Test Reliability Estimated by Analysis of 
Variance, 11 Psychometrika, (J'Wle, 1941) 6:153-160 • 
.. 
gj G. F. Kuder and M. W. Richardson, "The Theory of the 
Estimation of Test Reliability,n Psyehometrika, (September, 
1937) 2:158. 
1/ Hoyt, op. cit., p. 155. 
To estimate the precision and internal consistency which 
the instruments measured, the reliability coefficients were 
computed according to Hoyt ' s estimates of reliability, his 
version of the Kuder-Richardson formula (20) . A reliability 
estimate was computed for each section of the instruments for 
the three different groups of participants . 
y' 
Hoyt ' s formula is as follows : 
-
"rtt • n • KSs + Si - T (T • K)" h-1 T2 - {1) KSs 
-
where: 
T - Scores of the test 
-
SB - Sum of squares of all scores 
s2 - Sum of squares of all items 
-
K = Number of subjects 
.n - Number of items in test . 
-
These reliabilities are recorcd.ed below: 
Table 2. Estimates of Reliabilities f0r Each 
Major Category in Rating Scales 
Major 
Category 
{1) 
I •••• • • 
II ••••• 
III •••• 
Fr_i.nc_i_p_als Su~eri.n.tendents Teachers 
Fre- Dif- Importance Importance Im-
lquency fieul ty l portance 
( 2 ) l 3) ~ 4J { 5 ) { 6) 
• 9tl3 • t53Y. • 767 • ~9_4 • BlO 
. 776 . 871 .769 . 950 .880 
.954 . 926 .890 . 945 . 944 
(concluded on next page) 
1/ Cyril Hoyt, 11Note o.n a Simplified Method of Compu.ting Test 
Reliability," Educati0nal and Psychological Measurement , 
(January, 194l)p. 94 . 
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Table 2. (concluded) 
__ aJor 
Category 
I 
v •••••• 
VI. • • • • 
• 1 
• 885 
.729 
.934 
.927 
• 
• 
.845 
.796 
.924 
.8 0 
.977 
Anal!sis o£ Variance applied to reliabilities obtained 
on the criterion of Importance.-- The number of items in each 
section o£ the investigating forms varies as to length. The 
reliabilities vary also in terms of internal consistency. 
An Analysis o£ variance was attempted to provide a test of 
significance of the differences of the reliabilities obtained 
for the criterion of Importance among the principals, superin-
tendents and teachers. The null hypotheses was assumed, i.e., 
there is no great difference between these groups when they 
were compared on the basis o£ sectional reliabilities 
calculated for the criterion of Importance. (See Table 2). 
The sums o£ squares were computed from the data in 
Table 2 and are entered in Table 2A below: 
Table 2A Analysis of variance of Reliabilities 
£or Sections on Criterion Importance 
among Principals, Superintendents, 
and Teachers 
ource o£ 
Variation 
Among •••• 
Within ••• 
Total •••• 
egrees o£ 
Freedom 
2 
21 
2 
Sumo£ 
s s 
'l 1 
: 4.181 = 1045.25 
.004 
11 Consulting a Table of F, the F- value is highly 
significant with two and twenty-one degrees of freedom. This 
is evidence for rejecting the null hypothesis that there is no 
difference in the sectional reliabilities for the criterion of 
Importance. 
Sample bias of ;Principals.-- A check was made on the 25 
percent of the principals who did not respond since it was 
assumed that a "non-response" presented a sample bias in this 
study. It was revealed that 10 principals were located in the 
50,000-99,999 population group, 7 principals in the 15,000-
24,999 population group, 5 principals in the 5,000-14,999 
population group, and 8 principals under 5,000 population group. 
· Method of tabulating the data.-- All returns were 
carefully checked and edited. The purpose of editing was to 
eliminate those returns with numerous omissions and 
inconsistencies and to prepare the forms for the IBM punch 
key operators. 
Use of the IBM machines made it possible to obtain 
pertinent data for the computation of the reliabilities by 
means of the analysis of variance which are the number of item 
responses and the score for each participant, calculation of 
item analysis, and data for dichotomized chi-squares. 
1/ Wert, Neidt, Ahmann, op. cit., P• 419. 
Computations involving sums of squares were made by Friden 
Calculator. 
Summary 
1. A preliminary list of duties and responsibilities 
thought to be performed by elementary school 
administrators was compiled by reference to: 
A. Data from media or institutions 
B. Data from authorities and specialists 
c. Acquired experience in the position under study. 
2. The duties and responsibilities were thus listed and 
were reduced to specific statements. The soundness 
of the list was kept intact by making it as exhaustive 
as possible. 
3. The rating scale was sent through a pilot study which 
led to a workable revision of the research instrument. 
4. A simple random sample was drawn by numbering all the 
individuals in the population of the 30 school systems 
located within a 25 mile radius of Boston, and then 
using a mechanical device, the table of random numbers 
to select the sample on the basis: one random 
number, one possible participant. 
5. The whole objective of the ~ocedure was to study the 
characteristics of principals in eastern Massachusetts 
as exemplified by the different individuals 
participating in the investigation. 
6. The research instrument was mailed to 120 principals 
selected by sampling in order to collect data about 
the population. The criterion of Importance was 
utilized in the inquiry form mailed to 28 superin-
tendents and 65 teachers. The sample members were 
to rate each item for this criterion only. 
7. Reliability, the sine qua non of all research work, 
was obtained for each section of the instrument for 
the three sample groups. The Hoyt estimates of 
reliability, a method which depends on item 
statistics, and a version of the Kuder-Richardson 
formula (20), was employed in this study. The over-all 
estimates of reliability for Principals: 
Frequency, .977; Difficulty, .979; Importance, .987; 
Superintendents, Importance, .982; Teachers, 
Importance, .977. 
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CHAPTER IV 
PRESENTATION AND ANALYSIS OF THE DATA 
Treatment of the data.-- The results of this imvesti~ 
gation have been divided into three sections. The first 
section describes the data received from the ratings given the 
'I duties and responsibilities by principals, superintendents, 
and teachers for the criterion of Importance. The second 
section describes the results gained from the ratings given 
each duty and responsibility by the principals for the criteria 1' 
of Frequency and Difficulty. The third section describes 
pertinent background data furnished by the principals 
participating in the study. 
1. The Results of the Ratings of the Duties 
and Responsibilities tor Importance 
The vast amount of data from the procedures described 
in Chapter III was greatly facilitated in its treatment by 
the use of machines. It was obvious that some method of 
statistical treatment would be needed to reduce the original 
, data to a form of possible interpretation. It will be the 
11 purpose of this sectiom., therefore, to describe the method 
I of treatment given the statistical data, and then to present II 
the findings, and to analyze in so far as possible, the 
quantitative data reported by the principals, superintendents, 
and teachers participating in this investigation. 
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Dichotomous division or item res~onses.-- The principals, 
superintendents, and teachers participating in this study had 
l1 been asked to rate the duties and responsibilities contained 
in the rating scale ror the criterion or Importance. The 
rating instr~ent contained five degrees for rating with each 
I degree having an assigned, weighted value ranging from five to 
1 one. The respondents were requested to encircle the value 
1 which in their judgment best described the duty and responsi-
1 bility under the criterion of Importance. Although directions 
II for rating stated emphatically to rate all items for 
~I Importance, some respondents failed to comply. Thus, a value 
of zero was assigned for a non-response to a specific item. 
II Item analysis was then completed for the criterion for each 
of the three groups. 
f Responses to rating scale items were dichQtomized 
initially in this study for the treatment of the statistical 
,, 
data. The rrequency of responses was tabulated into two 
II exclusive categc::>ries as follows: 
Total Frequencies 
Degrees 5 - 4 - 3 
Total Frequencies 
Degrees 2 - 1 - 0 
Thus, the criterion rating for the three groups was 
classified into two rather than six classes. Since little, 
considerable, and moderate defined as important, the results 
will be a dichotomy of the important and not important. 
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Formula for computing chi-square for dichotomized 
responses.-· The chi-square technique is a statistical method 
used in this investigation for the testing of hypotheses 
concerning the distribution of frequencies. This general 
method of analysis can be used proficiently when the ratings 
are in dichotomy. 
.!1 The following formula for chi-square was employed: 
x2 = s r 
" 2 x n Table 
N1N2 (JO.r - ·M2r)2 
H1r .f.; Jl2r " 
where: Hlr' Mer are the two frequencies in the rth 
column and N1N2 are the marginal sums of the two rows. 
The first step in computing chi-squares for each item of 
the research instruments was to establish the number of 
frequencies per dichotomized category. Chi-squares were then 
calculated from a table with two rows and three columns. 
The null hypothesis was postulated, i.e., the ratings 
for each item for the criterion of Importance given by 
principals, superintendents, and teachers cannot be different-
iated. The hypothesis was tested by computing chi-square 
values for each item. 
I !/ c. UdQy Yule, M.G.Kendall, An Introduction to the Theorz 
of Statistics, Charles Griffin and Company, Limited, London, 
1947, p. 433. 
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In regard to the use of chi-squares to test the 
.Y hypothesis, Yule and Kendall write: 
"The x2 test tells us the probability of getting 
on a random sample, a value of x2 equal to or higher 
than actual value. If this probability is small, we 
are justified in suspecting a significant divergence 
between theory and experiment.u 
Interpretation and significance of the chi-square values.-
As previous.ly stated the procedure of applying the chi-square 
test to determine whether a set of obtained values differs 
significantly from those which would result . from sampling 
fluctuation was used in this study. y 
Guilford states: 
"The designations "significant" and "verr. 
significant" have Fisher • s usual meaning. . A 1 significant" 
chi-square could occur in a truly random situation 5 
times in 100 (P=.05) and a "very significant" chi-square 
could occur similarly only once in a hundred times 
(P=.Ol)." . . 
It will be seen that item number 4 in Table 3 received 
~ 
a value of' x2 = 12.44868. Reference to Johnson's table 
shows that for 2 degrees of freedom, which is obtained in a 
2x3 multiple contingency table, it requires a chi-square of 
9.210 to be called "very significant." For values of x2 
1/ Ibid., p. 423. 
2/ Joy P. Guilford, "The Phi Coefficient and Chi-Squares as 
Indices of' Item Validity, 11 Psychometrika (February, 1941), 
p. 15. 
~ Palmer o. Johnson, Statistical Methods in Research, 
Prentice-Hall, Inc., New York, 1949, p. 361. 
r(8 
greater than 9.210 the prooability that the dirferences 
between the observed and obtained frequencies could have 
arisen by chance is P=.Ol. It may be concluded that the 
ratings given this item by the principals, superintendents, 
and teachers for Importance are not in agreement and are 
different. 
The chi-squares computed made this statistic appropriate 
also to discriminate between "very signifioant, 11 "'signiricant, 11 
. -
and "non-signif'icant 11 valid items as a mea:ns of tasting the 
-hypothesis. A multiple contingency table of the f'orm of 2X3 
has 2 degrees of freedom found by (2-l) (3-l). For 2 degrees of 
freedom the tables of chi-square show that it requires a table 
of chi-square of' 5.99 to be significant at the five percent 
level, and a chi-square of 9.21 at the one percent level. In 
choosing these levels, attention will be given to the fact 
whether each item falls above or below these levels of signifi-
cance. Chi-squares that rall on or above these levels leave no 
really convincing reason to doubt and that the principals and 
superintendents and teachers are not alike on the items at 
issue. 
The chi-squa~~ values . or the duties and responsibilities 
~re presented in Table 3. ·The· items are listed in the same 
manner as they appear in the research instruments. 
Table 3. Chi-square Values f'or 115 Duties and Responsi-
bilities for the Criterion . of Impor·tance as 
Rated by Principals, Superintendents, and 
Teachers. For 2 degrees of freedom: 
(continued on next page) Xof = 5.99 Xo5 = 9.21 
Table 3. (continued) 
Duties and Responsibilities 
~~) 
I Sta.f'.f Personnel Leadership 
001 Assists administration in selection, 
transfer, and dismissal of teachers •••• 
002 Evaluates competence of individual 
teachers••••••••••••••••••••••••••••••• 003 Orients new teachers 1n school and 
communitY•••••••••••••••••••••••••••••• 004 Secures substitute teachers •••••••••••• 
005 Directs preparation and revision of 
teachers handbook•••••••••••••••••••••• 006 Encourages the professional improvement 
I of teachers•••••••••••••••••••••••••••• 
007 Handles details in preparing and 
adjusting assignments, and teaching 
loads•••••••••••••••••••••••••••••••••• 008 Provides channels for consideration of 
teachers complaints and requests ••••••• 
009 Provides plan .for development of 
policies and procedures through staff 
organization••••••••••••••••••••••••••• 010 Helps improve cooperation and cordial 
relations among staff members •••••••••• 
011 Assists in .formulation of salaries and 
salary schedule•••••••••••••••••••••••• 
1012 Helps teachers with personal and school 
adjustments•••••••••••••••••••••••••••• 
013 Gives praise and public commendation to 
outstanding efforts of teachers •••••••• 
014 Plans social activities and entertain-
ment of staff •••••••••••••••••••••.••••• 
015 Advises teachers on school board 
policies, rules and regulations, and 
school law •••••••••••••••• -••••••••••••• 
!016 Assists administration in selection, 
I 
transfer, and dismissal of non-
instructional staff•••••••••••••••••••• 
II Administering Pupil Personnel 
017 Makes the schedule of classes •••••••••• 
018 Makes decisions in classification and 
grouping of pupils ••••••••••••••••••••• 
(continued on next page) 
Chi-Square Values 
~2} 
4.580674 
4.807817 
.819574 
12.448680 
3.776886 
10.283640 
13.047980 
1.396020 
.662687 
3.052354 
6.851354 
3.279692 
5.895161 
15.651290 
2.762141 
5.004629 
8.881079 
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Table 3. (continued) 
e ps ng 
pupil progress••••••••••••••••••••••••• 
020 Establishes uniform marking system ••••• 
021 Initiates and carries out study and 
evaluation of reporting pupil progress, 
classification and grouping, and 
teachers' marks•••••••••••••••••••••••• 
022 Plans for meeting needs of mentally 
retarded and gifted children ••••••••••• 
023 Handles orientation of entering and 
transfer pupils•••••••••••••••••••••••• 024 Plans registration periods for 
beginning children prior to and on 
opening day of school•••••••••••••••••• 
025 Works with other schools in transfers, 
records, and interpretation of pupils •• 
026 Makes it possible for pupil partici-
pation in school management and control 
027 Maintains order and discipline in the 
school •••••••••••• .••••••••••••••••••••• 
028 Encourages and practices visitations 
to homes••••••••••••••••••••••••••••••• 029 Organizes and administers extra-
curricular activities for pupils •••••• ~ 
030 Plans, conducts and participates in 
assemblies••••••••••••••••••••••••••••• 
031 Develops and uses object! ve child 
accounting records••••••••••••••••••••• 
032 Assists in organization and re-
organization of schools •••••••••••••••• 
III Instructional Leadership 
033 
·034 
Provides and executes plan for 
development of philosophy, guiding 
principles, and objectives ••••••••••••• 
Provides leadership in a continuous 
program of curriculum analysis and 
revision••••••••••••••••••••••••••••••• 
(continued on next page} 
14.571360 
4.518875 
7.087692 
6.421329 
6.969938 
14.311480 
1.856048 
5.973839 
1.131283 
8.227941 
14.402540 
6.524708 
.143035 
1.752640 
2.935794 
1.341550 
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' Table 3. (continued) 
II 
II 
e ac v es o e 
specialized services in 
a unified program•••••••••••••••••••••• 
Attends centralized curriculum 
planning committee••••••••••••••••••••• I 036 037 Evaluates with staff members the 
program of instruction ••••••••••••••••• 
038 Offers constructive help to teachers · ·' I who recognize the need••••••••••••••••• 
039 Develops and uses the group approach 
to the problems of improving instru-
ction••••••••••••••••••••••••••••••••~• 040 Plans with starr members in-service 
practices and programs••••••••••••••••• 
Guides and advises in research studies, 
experiments, and discovery of more 
effective teaching devices and 
techniques••••••••••••••••••••••••••••• 042 Participates in teaching act or 
043 
044 
demonstration teaching••••••••••••••••• 
Di·scovers and utilizes special talents 
of staff members••••••••••••••••••••••• 
Helps to bring about effective 
inter-action between regular and 
special teachers••••••••••••••••••••••• 
Selects with staff materials for the 
professional library ••••••••••••••••••• 
046 Encourages use of self-evaluative 
047 
048 
049 
050 
materials•••••••••••••••••••••••••••••• 
Helps to construct, adapt, and select 
tests or test items•••••••••••••••••••• 
Strives for competent and unbiased judgment in the diagnosis and inter-
pretation of test data••••••••••••••••• 
Helps teachers recognize and provide 
for individual differences in pupils ••• 
Develops with starr members methods of 
diagnosis and remedial work •••••••••••• 
(continued on next page) 
Chi-S Values 
.313404 
.910449 
3.005212 
4.169242 
1.114570 
.714499 
1.160251 
5.004629 
4.391540 
2.530441 
.672493 
.381941 
2.262838 
3.013558 
7.399874 
3.279692 
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Table 3. (continued) 
053 
054 
055 
056 
nspec s an o serves unc ons o 
teaching including classroom 
visitations••••••••••••••••••••••••••• 
Helps construct and makes checks on 
outcomes of subject objectives, 
outlines, and courses of study •••••••• 
Advises and cooperates with teacher 
training institutions ••••••••••••••••• 
Makes arrangements for exhibits of 
school work of pupils and teachers •••• 
Seeks aid of teachers in discovering 
and solving instructional problems •••• 
Coordinates use of resources for 
improvement of teaching ••••••••••••••• 
IV Administering Special Services 
057 Attends to attendance work, including 
reports required, enforcement and 
interpretation of laws, and study of 
attendance problems••••••••••••••••••• 058 Develops with statf members ways of 
discovering aptitudes and adjustment 
problems through techniques like 
testing, observation, records and 
reports, conferences, and case 
studies••••••••••••••••••••••••••••••• 059 Discusses with statf members special-
ists, and health staff individual 
problems of adjustment •••••••••••••••• 
060 Arranges for specialist services to 
treat individual problems of 
adjustment•••••••••••••••••••••••••••• 
061 Organizes and carries out guidance 
functions and services •••••••••••••••• 
062 Confers with and counsels pupils with 
problems of personal and school 
adjustment•••••••••••••••••••••••••••• 063 Articulates pupil records with 
guidance, health, and testing 
programs•••••••••••••••••••••••••••••• 064 Contacts parents regarding pupils ••••• 
(continued on next page) 
5.426586 
.301959 
.558044 
4.699285 
2.37918.5 
2.698102 
6.963446 
2.318778 
12.685910 
3.460383 
10.829240 
2.389992 
7.135584 
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Table 3. (continued) 
066 
067 
068 
es 
ee s o ma a n goo ·. pup 
principal relationships ••••••••••••••• 
Secures physical and mental health 
examinations and aid and treatment for 
defects found in pupils••••••••••••••• 
Enf'orces local board of health rules 
pertaining to sick pupils and 
reporting contagious diseases ••••••••• 
Directs the selection, acquisition, 
use, and evaluation of audio-visual 
materials••••••••••••••••••••••••••••• 
069 Operates audio-visual equipment ••••••• 
070 Develops and improves with statt 
members the functions ot the school 
library service and/or room collection 
071 Administers the lunch period relating 
to scheduling and supervising ot 
activities•••••••••••••••••••••••••••• 072 Organizes pupil transportation 
facilities and studies it tor safety, 
economy, adequacy, and efficiency ••••• 
V Office Management 
073 Directs the routine office management 
including records and reports, 
correspondence, and clerical duties ••• 
074 Plans and uses definite schedule of 
daily activities including confer-
ences with superiors and teachers ••••• 
075 Prepares questionnaires, bulletins, 
notices, minutes of meetings, and 
bulletin board.~•••••••••••••••••••••• 
076 Collects and accounts tor all funds ••• 
077 
078 
079 
080 
Organizes tire and Civilian Defense 
Drills•••••••••••••••••••••••••••••••• 
Administers first aid••••••••••••••••• 
Prepares tor the opening and closing 
ot school ••••••••••••••••••••••• .•••••• 
Conducts visitors through school •••••• 
(continued on next page) 
7.017493 
3.139514 
2.231509 
5.616339 
6.541113 
.419386 
.072859 
.850347 
1.468141 
2.952991 
1.238297 
2.441231 
.925358 
16.541470 
1.429999 
1.580924 
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Table 3. (continued) 
on upon reques o 
patrons and citizens ••••••••••••••••••• 
082 Confers with salesmen and business 
agents •••••••••.•••••••••••••••••••••••• 
VI Administering ot School Plant, 
Equipment, and Instructional Materials 
083 
084 
085 
086 
Provides plan and performs activities 
necessary tor estimating, " storing and 
distributing, recording and 
accounting tor equipment, supplies, 
and textbooks•••••••••••••••••••••••••• 
Develops and uses criteria for 
selecting, evaluating, and controlling 
equipment, supplies, and textbooks ••••• 
Supervises the operation and main- · 
tenance ot the school plant •••••••••••• 
Secures the repair and replacement of 
facilities and equipment ••••••••••••••• 
087 Studies with statf new trends and 
practices in equipment, supplies, and 
textbooks•••••••••••••••••••••••••••••• 088 Provides plan tor protection of school 
plant from damage and defacement, and 
care of equipment, supplies, and 
textbooks•••••••••••••••••••••••••••••• 089 Determines and observes the practice 
ot safe and healthful behavior by all 
pupils in lunchroom, toilets, play-
ground and gymnasium••••••••••••••••••• 090 Evaluates the physical and instru-
ctional ef£iciency of the plant 
permitting an enYironment which is 
sanitary and safe••• · •••••••••••••••••• 
091 Assists administration in planning 
new buildings and additions •••••••••••• 
VII School and Community 
092 Utilizes community resources and 
agencies tor curriculum development •••• 
093 Helps staff members survey and study 
pupils home and community background ••• 
(continued on next page) 
c 
3.240290 
6.621558 
.235808 
2.618019 
2.564533 
11.511920 
3.116213 
.115968 
.383906 
1.054232 
• 743309 
1.333192 
.571838 
ues 
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Table 3. (continued) 
Duties and Responsibilities 
_(_]._} 
094 Organizes school activities for 
community service••••••••••••••••••••• 095 Encourages the use of pupil excursions 
and field trips••••••••••••••••••••••• 
096 Cooperates with civic officials, 
community libraries, playground, 
and health services••••••••••••••••••• 
097 Evaluates with staff members 
resources available for school 
utilization••••••••••••••••••••••••••• 
098 Promotes and contributes to parent-
teachers' association activities •••••• 
099 Encourages continuous use of plant 
facilities•••••••••••••••••••••••••••• 100 Participates 1n community affairs ••••• 
101 Encourages parents to visit schools ••• 
102 Organizes and advises community 
coordinating council on which staff 
members serve••••••••••••••••••••••••• 103 Enlists public support in what 
schools are trying to do•••••••••••••• 
104 Makes speaking engagements regarding 
school ••••••••••••••••••••••••.•••••••• 
105 Directs adult-sponsored organizations 
for pupils •••••••••••••••••••••••.••••• 
106 Provides and executes plan of public 
relations program••••••••••••••••••••• 
107 Supports teachers against unjust 
community._· restrictions and criticism •• 
VIII Personal Professional Growth 
108 Attends workshops, institutes, 
conferences, and other professional 
meetings•••••••••••••••••••••••••••••• 109 Assists in organizing or conducting 
conferences and professional 
meetings•••••••••••••••••••••••••••••• 110 Serves on national, state, district, 
and local professional committees ••••• 
111 Does planned independent study for 
professional growth••••••••••••••••••• 
(concluded on next page) 
Chi-Square ~lues 
J2J 
2.739102 
.457414 
.542646 
.486580 
.573408 
4.609198 
.805166 
1.628002 
.235808 
1.341779 
.115532 
2.499806 
1.978920 
1.613130 
2.027442 
2.352161 
1.800653 
.. 
I 
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Table 3. (concluded) 
Duties and Responsibilities 
(1) 
112 Writes for professional journals, 
magazines, newspapers, radio, and 
television••••••••••••••••••••••••••• 
113 Holds office in professional 
organizations •••••••••••••••••••••••• 
114 Obtains evaluation of his competence 
from teachers •••••••••••••••••••••••• 
115 Visits, observes and evaluates 
outstanding school systems ••••••••••• 
Chi-Square Values 
(2) 
4.132475 
6.079102 
1.414870 
1.449388 
It appeared feasible to draw out of the vast amount of 
statistical data developed during the investigation those 
duties and responsibilities chi-square values for Importance 
discriminated between significantly versus non-significantly 
valid items according to the ratings made by principals, 
superintendents, and teachers. High ratings for Frequency 
and Difficulty will be tr~ated in terms of percentage 
according to the dichotomized parts of the rating scale. 
The item analysis for the dichotomized responses 
for the criterion of Importance by the three classes of 
educators are presented in Table 3A. The items are 
listed in the same manner as they appear in the inquiry 
forms. 
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~A~ 3A A COKPOSI~E TABLE OF DICHOTOMIZED RESPONS~ F OR THREE CLASSES OF EDUCATORS 
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aal or non-
.ctional etarr •.•••••• 
the schedule or 
•.................... 
decisions in claaai-
on and grouping or 
..................... 
teacher• in guiding 
porting pupil 
••··················· hhaa uniform 
g eyat••••••••••••••• 
tea and carriea out 
and evaluation or 
ing pupil progrea1, 
rication and grouping 
•ohera• mark••••••••• 
ror meeting needa or 
ly retarded and 
children •••••••••••• 
1 oriant1tion ot 
~g and tranara r 
~;~i;t;~ti~~·~;i~d;· 
~inning children 
to and on opening day 
lol ••.•••••••.•••••.• 
tith other acho ola in 
tra, recorda, and 
~ atation or pupils ••• 
lt possible tor pupil 
l pation in school 
nent and control ••••• 
lns order and dis-
t in t he school •••••• 
lges and practices 
:ions to homes ••••••• 
11s and a dministers 
lurricular activities 
>ils,., •••.•• , • , ••••• 
conduc t s and 
lpa tes 1n as s emb lies. 
81 
84 
eo 
&5 
56 
82 
84 
82 
78 
66 
eo 
82 
60 
80 
62 
70 
73 
85 
79 
78 
82 
7 9 
82 
78 
72 
84 
57 
66 
76 
4 
1 
5 
20 
2$1 
3 
1 
7 
1 
19 
5 
3 
25 
5 
23 
15 
12 
6 
7 
3 
6 
7 
13 
1 
28 
1 9 
9 
20 
21 
21 
10 
14 
21 
20 
21 
22 
22 
. 16 
21 
21 
13 
20 
13 
20 
19 
21 
18 
21 
19 
21 
16 
1 9 
23 
22 
20 
20 
20 
3 
2 
2 
13 
9 
2 
3 
2 
1 
1 
7 
2 
2 
10 
3 
10 
4 
2 
5 
2 
4 
2 
7 
4 
1 
3 
3 
3 
52 
56 
55 
49 
48 
49 
50 
59 
55 
57 
35 
52 
52 
23 
55 
39 
42 
40 
51 
52 
53 
48 
52 
53 
57 
59 
33 
32 
45 
g 
5 
6 
1 2 
13 
12 
11 
2 
6 
4 
2 6 
9 
9 
38 
6 
22 
19 
21 
10 
9 
14 
8 
13 
9 
8 
4 
2 
28 
29 
16 
153 
161 
156 
124 
118 
152 
154 
1 62 
155 
163 
117 
153 
155 
96 
155 
114 
132 
132 
157 
149 
146 
154 
148 
150 
150 
152 
165 
110 
118 
141 
16 
8 
13 
45 
51 
17 
15 
7 
14 
6 
52 
1 6 
14 
13 
14 
55 
3 7 
3 7 
12 
20 
23 
15 
21 
19 
1 9 
17 
4 
59 
51 
28 
TA!l Lb: 3A A CUMPUS I 'l' c 'rA l LI:. Ur' DICH aJ' \ll.U<:cD lU.::.iPONSl:.:.i FOR THH!';I:. CLAS:.il:.:> OJ.' cl>UCA1'0HS 
~1) 
olops an uses oo)ectlve 
.d accounting records ••••• 
.sts in organization and 
• gani~ation of schools,.,, 
•ides and executes plan 
development of philos-
' &uid ing principles, 
objectivea ••••••••••••••• 
·idea leadership in a 
;inuous program of our-
•lum ana lysis and revision 
·dinates the activities of 
consultant's specialized 
ices in a unified program 
nds centralized curriculum 
1n ing CODI1littee ••••••••••• 
.uates with staff members 
program or instruction ••• 
ra constructive help to 
~rs who recognize the 
lops and uses the group 
oach to the problems or 
oving in1truction •••••••• 
a w~th staff members in-
ice practices and 
rams••••••••••••••••••••• 
es and advises in 
arch studies, experiments 
discovery or mora affac-
teaching devices and 
n14uea••••••••••••••••••• 
icipates in teaching act 
emonstration teaching,,,, 
overs and utilizes 
ial talents of staff 
era•••••••••••••••••••••• 
a to bring about 
ctiva interaction 
een regular and special 
her•••••••••••••••••••••• 
eta with staff material• 
the professional library. 
urages usa of self-
uative materials ••••••••• 
s to construct, adapt, 
select tests or test 
! ••••.•••••••••••••••••••• 
•es for competent and 
•sad judgment in the 
1oais and interpretation 
!st data••••••••••••••••• 
' teachers recognize and 
l de for individual 
trances in pupils •••••••• 
Lops with staff members 
>d s of dia&nosis and 
t1al work•••••••••••••·~· 
octs and observes 
.ions of teaching 
1ding classroom 
.ations •••••••••••••••••• 
construct and makes 
:s on outcomes of subject 
tives, outlines, and 
ea of studJ ••••••••••••• 
as and cooperates with 
.er training institutions 
arran gement s for ex-
s of s chool work of 
s and teachers •••••••••• 
aid of t eachers in dis-
ing an d sol ving 
uctional problems ••••••• 
!nates use of resources 
mprovement of tea chi:'l g., 
ds to attendance work, 
ding reports required, 
cement and 1nterpreta-
of laws, and s tudy of 
aa nce problems •••••••••• 
oos •: it h s taff members 
of d i t covering apt itude s 
dj us tment problems 
gh techni~ues liKe te r. t -
u ·o s .I}:"Vati o:J , r t) c ord s and 
ta , conferences, and case 
e s •••••••••••• • •••• •. • • • 
s,:)t !.J ·:: 1tn 3 t~:tf!' me!!lbt.trs Qlists, and health staff 
dua l problems of ad just-
......................... 
66 
72 
81 
eo 
75 
79 
83 
85 
75 
76 
77 
70 
80 
82 
70 
71 
65 
82 
85 
80 
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65 
74 
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83 
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10 
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2 
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11 
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11 
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17 
17 
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2 2 
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19 
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20 
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14 
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22 
20 
l ll 
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2 
1 
1 
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2 
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3 
9 
2 
2 
1 
3 
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2 
1 
1 
1 
2 
47 
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56 
53 
55 
56 
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54 
57 
54 
42 
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55 
53 
53 
45 
57 
56 
52 
54 
50 
49 
45 
52 
56 
54 
53 
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14 
9 
7 
5 
8 
6 
7 
4 
7 
19 
10 
6 
8 
8 
16 
4 
5 
9 
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11 
1 2 
16 
9 
5 
7 
8 
4 
130 
141 
155 
156 
149 
154 
160 
165 
151 
154 
150 
132 
152 
158 
143 
144 
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159 
162 
153 
159 
141 
133 
152 
161 
150 
158 
l6.l 
28 
14 
13 
20 
15 
9 
4 
18 
15 
1 9 
37 
17 
11 
26 
25 
45 
10 
7 
16 
1 0 
28 
3 6 
30 
17 
8 
19 
.11 
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T/,.BLE 3A A COMPOSITE T,. ;)l.S u~· DlC!Wl' O!Jl~ED RJ::S l'ONSES F OR THREE CLASS!;:; OF EDUCATORS 
ITE11S 
{1) 
;es ?or apecla1lst 
:es to treat 1ndivi-
>roblems or 
;menta•••••••••••••••• 
.zes and carries out 
tee functions and 
~ea••••••••••••••••••• 
~s •ith and counsels 
1 with problema or 
tal and school 
;ment••••••••••••••••• 
Jlatea pupil recorda 
~idance, health, and 
~g programs ••••••••••• 
: ts parents regarding 
•............•........ 
to maintain good 
-principal relation-
as phys ical and mental 
b examinations and aid 
reatment for defects 
in pupil••••••••••••• 
ces local board of 
h rules pertaining to 
pupils and reporting 
gioua diaeaaes •••••••• 
ts the selection, 
aition, uae, and 
ation or audio-
1 materials ••••••••••• 
tea audio-visual 
ment•••••••••••••••••• 
ope and improves with 
lUmbers the runctiona 
e school library 
ce and/or room 
ction ••••••••••••••• • • 
latera the lunch 
d relatin g to echedul-
nd supervising or 
ities••••••••••••••••• 
izes pupil tranaport-
racilities and 
es it for safety , 
•my, a dequacy, and 
iency •••••••• • •••••••• 
t• t h e routine office 
ement i ncluding 
da and reports, cor-
ndence, and clerical 
a • • • • • • • • • • • • • • • • • • • • • 
and uses definite 
ule of daily activiti-
.cluding conrerencea 
superiors and teachers 
.res questionnaires, 
tins, noticea,minutea 
etinga , and bulletin 
eta and accounts for 
unda ••• -;. •••••••••••••• 
izea Fire and Civilian 
e Drills ••••••••••••• 
latera rirst aid •••• • • 
ea for the opening 
osing of achool,,,,,, 
t a visitors through 
.......... ........... 
information upon 
t to patrons and 
ns ••••••••••••••••••• 
a with salesmen and 
as agents •••••••••••• 
ea plan and performs 
ties necessary for 
ting s toring and 
butin£, recording and 
ting fo r equipmant, 
as , and tex tbooks •• • • 
ps a nd use s criteria 
lec ting , evaluating, 
nt rol l ing e~uipmant, 
e a, and textbooks •••• 
i se s the opera tion 
int enance of the 
plan t ••••••••••••••• 
t t he re pair and 
ement of facilit i es 
ipmen t •••••••••••••• 
with starr new 
and pr a c t ices 1n 
nt , s upplie s, a nd 
ok s •• •. • • • • • • • • • • • • • • 
PRINclP"Ls 
fill'ORT AllT UOT Iiiil'ORTANT (2) (3) 
84 
78 
85 
81 
84 
85 
82 
81 
80 
46 
69 
72 
69 
80 
71 
74 
58 
78 
74 
72 
65 
7 0 
5 2 
80 
76 
80 
7 9 
1 
7 
• 
1 
4 
5 
39 
16 
13 
16 
5 
14 
11 
7 
11 
13 
20 
15 
33 
5 
9 
5 
11 
6 
suPER1NT£llbb!NTs 
IiiFORTANT Ndl' IiPO.HTANT (4) (5) 
18 
19 
20 
20 
21 
22 
20 
21 
21 
6 
20 
20 
19 
21 
22 
1 9 
15 
20 
13 
18 
16 
21 
14 
21 
23 
20 
1 9 
5 
4 
3 
2 
1 
2 
2 
17 
4 
2 
1 
4 
8 
3 
10 
5 
7 
2 
9 
2 
3 
10 
4 
TEACHhRS 
IiPOHTANT NOT Iloll'ORTANT (6) (7) 
55 
50 
55 
5 6 
56 
60 
50 
25 
50 
5 2 
54 
49 
4 9 
40 
57 
37 
54 
50 
5 6 
49 
57 
55 
53 
51 
5 2 
6 
11 
7 
6 
7 
5 
5 
1 
11 
36 
11 
9 
8 
7 
12 
12 
13 
4 
24 
7 
11 
5 
1 2 
4 
6 
8 
10 
9 
TUTAL 
!iil'O.HTA!iT NOT I l!POR'l'id'IT (a) (9) 
157 
147 
159 
156 
159 
163 
158 
162 
151 
77 
139 
144 
141 
155 
142 
142 
121 
155 
124 
144 
131 
147 
115 
158 
165 
153 
138 
150 
12 
22 
10 
13 
10 
6 
11 
7 
18 
9 2 
30 
25 
28 
14 
27 
27 
40 
14 
45 
25 
38 
22 
54 
11 
15 
1 6 
31 
19 
n 
TABLJ:; 3A A COMPOS ITJ; TABLE OF DI CHOTOMIZIW R.c;S!'ON ::>E~, F' Oit 1'Htti:.r. CkSSl:.S UF' .!!.DU C~<T OH!:> 
iT!&s i'Ni .ICIPAts 
IMPOP.'I'J.NT N61' 1LlP6HTAHT (2) (3) (11 
IV1dee f) lan for protec-
m of echool J.>lant frcm 
laGe and defacement, and 
•e of equipment, 
>pli••• and textbooks ... 
:ermines a nd obaervee 
I prac t ice Of lafe and 
•lthful behavior by all 
>ill in lunchroom, 
.let1, playground, and 
ma aium. ••••••••••••••••• 
•luatea the P~Jaical and 
otructional efficiency 
the plant permittine an 
•ironment which 11 
80 
84 
t1tary and ••t•••••••••• 84 
•iata administration in 
1nning new building• and 
11t1on•••••••••••••••••• 69 
.lize1 community reeourcee 
1 agenciee fer curr ic ulum 
·elopment••••••••••••••• 7~ 
.pa ataff member• eurveJ 
I etudy pupila home and 
mlunity background....... . 78 
~nizee achool activitie• 
· community service...... 69 
ourage• the uae of pupil 
ureione aad field tripe. 78 
peratea with civic otfi-
la, community libraries, 
yground, and health 
vices................... 80 
luates with ataff members 
ourcea available tor 
o~l utilization......... 72 
motes and contributes to 
ant-teachers• aesociation 
1v1t1e•••••••••••••••••• 76 
ourasea continuous use of 
nt rac111t1ea........... 71 
t icipates in community 
air••••••••••••••••••••• 78 
Juragea parents to v1a1t :>ala.................... 79 
1nizea and advises 
aunity coord i na ting 
1cil on which staff 
>era aerve.............. 51 
l ata public support in 
; schools are tr ying to do 80 
os speaking engagements 
trding achool........... && 
•ct• adult-aponsored 
1nizationa for pupils... 55 
•idea and executes plan 
>ublic relations program 72 
>orts teachers against 
1s t community restrictions 
c riticism.............. 83 
nds workshops, i nstitute s 
·erenoel, and other 
eaaional meet.i ngs...... 8 0 
sta in organizing or 
ucting conferences and 
essional meetings...... 76 
es on national, state, 
rict, and local 
e ssional committee s.... 67 
pla nned independe nt 
J • research . or ndvanced 
y for pr of ess innR l gr owth 78 
os fo r profes s i onal 
nals, magazines, ne ws -
~ •, ra di o, and te l ev isi on 56 
s of f ic e i n profe s sional 
nizations •••••••••••••••• 61 
lna evaluat ion of his 
atence from teachers..... 58 
cs, obs erves, and 
~ate a outstanding achool 
tma•••••••••••••••••••• • • 7 2 
5 
l 
l 
16 
lO 
7 
16 
7 
5 
13 
9 
14 
7 
6 
34 
5 
21 
30 
13 
2 
5 
9 
18 
7 
29 
24 
27 
13 
sUPt!UNTt:NBEilf!l 
Iiu·ola'ANT NOT IMPoR!'ANT (4) (5) 
22 
23 
22 
17 
22 
20 
21 
22 
22 
2 2 
20 
20 
21 
22 
1:3 
21 
1 9 
14 
17 
21 
22 
22 
19 
22 
1 8 
l4 
17 
l 
l 
6 
1 
3 
2 
l 
l 
l 
:3 
3 
2 
l 
10 
2 
4 
9 
6 
2 
l 
1 
4 
l 
9 
7 
9 
6 
TUChLH§ 
!MPoP.h tiT lldl' IMf od'l'.. ~rr (6) (7) 
58 
60 
so 
50 
53 
56 
46 
57 
59 
55 
5 6 
49 
49 
55 
4 2 
57 
4 :3 
4 6 
5 8 
60 
5e 
54 
53 
:30 
:32 
:36 
50 
3 
l 
l 
ll 
8 
5 
15 
4 
2 
6 
5 
1 2 
12 
6 
19 
4 
1 8 
22 
15 
:3 
l 
7 
8 
:3 1 
29 
25 
ll 
Q · 
f &hi 
I!li r oJrh wr 11 61' Wfo ,?l'hNT (e ) (9 ) 
1 60 
167 
166 
136 
150 
154 
13 6 
157 
1 61 
14 9 
15 2 
140 
148 
15 6 
106 
158 
l :C6 
l OB 
13 5 
1 52 
1 62 
1 5 6 
14 0 
1 53 
100 
109 
1 06 
139 
9 
2 
3 3 
19 
15 
12 
8 
20 
17 
29 
21 
53 
ll 
51 
34 
7 
7 
13 
29 
l S 
69 
60 
51 
30 
Each duty and responsibility rated for Importance has a 
relative rating in Table 3 and comparisons could be obtained 
only through careful study and hours or considerable page-
turning. The following analysis, therefore, is presented as 
an aid to those interested in finding out readily the chi-
square value each duty and responsibility received. The 
ratings represent the judgment or elementary school principals, 
superintendents, and teachers selected by a rigid probability 
sampling. The duties and responsibilities as grouped below 
should be helpful to those concerned with the development of 
the elementary school principalship. 
The chi-square values for essentiality as to Importance of 
the various items were determined by the choice of X 2 and 01 
x0g as values from the chi-square tables of probability. 
Duties and responsibilities rated "very significant."--
On the basis of the chi-square test the following duties and 
responsibilities in Table 4 were found to be "very significant" 
at the stated level for the criterion of Importance. On 
these duties and responsibilities the principals, superinten-
dents, and teachers differed most in their ratings for the 
criterion of Importance. 
Table 4 Duties and Responsibilities Found Very Significan 
and Rated Differently by Principals, Superinten-
dents, and Teachers for Importance at 1 Per Cent 
Level (Chi-Squares 9.21 and Above) 
Duties and R_esponsibili ties Chi-Square Values 
078 Administers first aid •••••••••••••••••• 16.54147 
(concluded on next page) 
2 
Table 4. (concluded) 
Duties and Responsibilities 
(l} 
014 Plans social activities and 
entertainment of staff••••••••••••••••• 
019 Helps teachers in guiding and 
reporting pupil progress ••••••••••••••• 
029 Organizes and administers extra-
curricular activities for pupils ••••••• 
024 Plans registration periods for 
beginning children prior to and on 
opening day of school •••••••••••••••••• 
007 Handles details in preparing and 
adjusting assignments, and teaching 
lO.ads • •••••••••••••••••••••••••••••••••• 
060 Arranges for specialist services to 
treat individual problems of adjustment 
004 Secures substitute teachers •••••••••••• 
086 Secures the repair and replacement of 
facilities and equipment••••••••••••••• 
062 Confers with and counsels pupils with 
problems of personal and school 
adjustment••••••••••••••••••••••••••••• 
006 Encourages the professional 
improvement of teachers•••••••••••••••• 
Chi-8_quare Values 
(2J 
15.65129 
14.57136 
14.40254 
14.31148 
13.04798 
12.68591 
12.44868 
11.51192 
10.82924 
10.28364 
Duties and responsibilities rated "significant."-- In 
Table 5, duties and responsibilities are shown with chi-square 
values "significant" at the 5 per cent level. 
Table 5. Duties and Responsibilities Found Significant 
and Rated Differently by Principals, Superin-
tendents, and Teachers for Importance at 5 
Per Cent Level (Chi-squares 5.99 to 9.21) 
Duties and Res~onsibilities Chi-Square Values 
(1) (2) 
018 Makes decisions in classification and 
g ouping of pupils•••••••••••••••••••••• 8.881079 
(concluded on next page) 
,, 
I 
li 
Table 5. (concluded) 
Duties and HesponsibilitJ.es 
, llJ 
02~ Encourages and practices visitations 
to homes•••••••••••••••••••••••••••• 049 Helps teachers recognize and provide 
~or individual di~~erences in pupils 
064 Contacts parents regarding pupils ••• 
021 Initiates and carries out study and 
evaluation o~ reporting pupil 
progress~ classi~ication and group-
ing~ and teachers marks ••••••••••••• 
065 
023 
058 
Oll 
Seeks to maintain good pupil-
principal relationships ••••••••••••• 
Handles orientation o~ entering and 
tra1w~er pupils••••••••••••••••••••• 
Develops with staff members ways of 
discovering aptitudes and adjustment 
problems through techniques like 
testing, observation~ records and . 
reports, conferences~ and case 
studies••••••••••••••••••••••••••••• 
Assists in ~ormulation of salaries 
and salary schedule •••••••••••••••••• 
082 Confers with salesmen and business 
agents••••••••••••••••••••••••••••••• 
069 Operates audio-vi sual equipment •••••• 
030 Plans, conducts, and participates in 
assemblies••••••••••••••••••••••••••• 
022 Plans ~or meeting needs of mentally 
retarded and gifted children ••••••••• 
113 Holds office in pro~essional 
organizations•••••••••••••••••••••••• 
Chi-Square Values 
.l2J 
8.227941 
7-399874 
7-135584 
7.087692 
7.0i7493 
6.969938 
6.963446 
6.851354 
6.621558 
6.541113 
6.524 708 
6.421329 
6.079102 
Duties and responsibilities rated "non-signi~icant 11 
with chi-square values between 5.97 and .072.-- In Table 6 
duties and responsibilities ~alling in the 11 non-signi~icant 11 
group with values of 5.973839 to .07285941 are listed. For 
2 degrees o~ ~reedom the tables o~ chi-square show that it 
requires a chi-square of 5.99 to be significant at the 5 per-
cent level. The following chi-squares fall below this level 
and it had accordingly been concluded that no real difference 
had been found between the ratings made by the three classes of 
educators for the criterion of Importance for the duties and 
responsibilities listed. 
Table 6. Duties and Responsibilities Found Non-
Significant and Rated With Agreement by 
Principals, Superintendents and Teachers 
for Importance (Chi-Squares below 5.97) 
Duties and Responsibilities 
(l) 
026 Makes it possible for pupil 
participation in school management 
and control ••••••••••••••••••••••••••• 
013 Gives praise and public commendation 
to outstanding efforts of teachers •••• 
068 Directs the selection, acquisition, 
use, and evaluation of audio-visual 
materials •••••••••••• •••• ••••••••••••• 
051 Inspects and observes functions of 
teaching including classroom 
visitations ••••••••••••••••••••••••••• 
042 Participates in teaching act or 
demonstration teaching •••••••••••••••• 
017 Makes the schedule of classes ••••••••• 
002 Evaluates competence of individual 
teachers••••••••••·••••••••••••••••••• 
054 Makes arrangements for exhibits of 
school wmrk of pupils and teachers •••• 
100 Participates in community affairs ••••• 
001 Assists administration in selection, 
transfer, and dismissal of teachers ••• 
020 Establishes uniform marking system •••• 
043 Discovers and utilizes special talents 
of staff members••••••••••••·••••••••• 
038 Offers constructive help to teachers 
who recognize the need •••••••••••••••• 
(continued on next page) 
Chi-Square Values 
J2J 
5.973839 
5.895161 
5.616339 
5.426586 
5.004629 
5.004629 
4.807817 
4.699285 
4.609198 
4.580674 
4.518875 
4.391540 
4.169242 
1 Table 6. {continued) 
I 
t ===::: D·u::;t::;i;:e:s=a:n:d:;::R;=e:sp=o:n:s:;i;:; b:i:;::; l i:;:t:;i:e:s===:::::;;::C;h:i;:_:-;s;;q=ua=r:e:V;;:a:;;::lu:e:s== 
(1} _t2l 
112 Writes for professional journals, 
I magazines, newspapers, radio, and I television•••••••••••••••••••••••••• 005 Directs preparation and revision 
II of teachers' handbook ••••••••••••••• 
II 061 Organizes and carries out guidance 
functions and services •••••••••••••• 
050 Develops with staff members methods 
of diagnosis and remedial work •••••• 
1 012 Helps teachers with personal and 
school adjustments •••••••••••••••••• 
1 081 Gives information upon request to 
II patrons and citizens •••••••••••••••• 
066 Secures physical and mental health 
1 examinations in aid and treatments 
I for defects i'ound in pupils ••••••••• 087 Studies with stai'f new trends and 
II practices in equipment, supplies, I and textbooks••••••••••••••••••••••• 
lo1o Helps improve cooperation and 
cordial relations among stai'f 
1: 
II 048 ~~~~~~=. ~~;. ~~~;;t;~t. ~~d. ~bl;~;d .. 
I
, judgment in the diagnosis and. 
1 interpretation of test data ••••••••• 
! 
037 Evaluates with staff members the 
program of instruction •••••••••••••• 
074 Plans and uses definite schedule of 
daily activities including con-
ferences with superiors and teachers 
033 Provides and executes plan for 
development of philosophy, guiding 
principles, and objectives •••••••••• 
016 Assists administration in selection, 
transfer, and dismissal of non-
instructional staff ••••••••••••••••• 
094 Organizes schoQl activities for 
community service ••••••••••••••••••• 
056 Coordinates use of resources for 
improvement of teaching ••••••••••••• 
(continued on next page) · 
4-132475 
3. 776886 
3 .L~60383 
3-279692 
3.279692 
3.240290 
3.139514 
3.116213 
3.052354 
3.013558 
3. 005213 
2.952991 
2.935794 
2. 762141 
2.739102 
2.698102 
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Table 6. {continued) 
0e4- I eve ops and uses criteria for 
selecting, evaluating, and control-
ling equipment, supplies, and 
textbooks•••••••••••••••••••••••••• 
085 Supervises the operation and main-
tenance of the school plant •••••••• 
044 Helps to bring about effective 
inter-action between regular and 
special teachers••••••••••••••••••• 
106 Provides and executes plan of 
public relations program ••••••••••• 
097 Evaluates with staff members 
resources available for school 
076 
063 
055 
utilization •••••••••••••••••••••••• 
Collects and accounts for all funds 
Articulates pupil records with 
guidance, health, and testing 
programs ••••••••••••••••••••••••••• 
Seeks aid of teachers in discover-
ing and solving instructional 
problems ••••••••••••• ~••••••••••••• 
110 Serves on national, state, district, 
and local professional committees •• 
059 Discusses with staff members 
specialists, and health staff 
individual problems of adjustment •• 
047 Helps to construct, adapt, and 
select tests or test items ••••••••• 
067 Enforces local board of health 
rules pertaining to sick pupils 
and reporting contagious diseases •• 
109 Assists in organizing or conducting 
conferences and professional 
meetings ••••••••••••••••••••••••••• 
107 Supports teachers against unjust 
community restrictions and 
criticism•••••••••••••••••••••••••• 
025 Works with other schools in trans-
fers, records, and interpretation 
of pupils•••••••••••••••••••••••••• 
111 Does planned independent study for 
professional growth •••••••••••••••• 
(continued on next page) 
Clii-S 
2.618019 
2.564533 
2.530441 
2.499806 
2.Ll44l08 
2.L!-4123l 
2.389992 
2.379185 
2.352161 
2.318778 
2.262838 
2.027442 
1.978920 
1.856048 
1.800653 
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Table 6. (continued) 
0 
102 
108 
080 
015 
ss~s s n orga za on an 
reorganization of schools •••••• 
Organizes and advises community 
coordinating council on which 
staff members serve •••••••••••• 
Attends workshops, institutes, 
conferences, and other 
professional meetings •••••••••• 
Conducts visitors through 
school ••••••••••••••••••••••••• 
115 
1 079 
Advises teachers on school 
board policies, rules and 
regulations, and school law •••• 
Directs the routine office 
management including records 
and reports, correspondence, 
and clerical duties •••••••••••• 
Visits, observes and evaluates 
outstanding school systems ••••• 
Prepares for the opening and 
closing of school •••••••••••••• I 
114 Obtains evaluation of his 
competence from teachers ••••••• 
008 Provides channels for consider-
ation of teachers complaints 
and requests ••••••••••••••••••• 
057 Attends to attendance work, 
including reports required, 
enforcement and interpretation 
of laws, and study of 
attendance problems •••••••••••• 
104 Makes speaking engagements 
regarding school ••••••••••••••• 
075 
Provides leadership in a 
continuous program of curriculum 
analysis and revision ••••••••••• 
Utilizes community resources 
and agencies for curriculum 
development••••••••••••••••••••• 
Prepares questionnaires, 
bulletins, notices, minutes of 
meetings, and bulletin board •••• 
(continued on next page) 
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1. 752640 
1.613130 
1.580924 
1.468141 
1.449388 
1.429999 
1.396020 
1.344789 
l.3L~l779 
1.341550 
1.333192 
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Table 6. (continued) 
Duties and Responsibilities Chi-Sauare Values --------------~~~-.------~--~~----+-~~~-.~~~~~~--(1) 121 
04l Guides and advises in research 
studies~ experiments, and dis-
covery o~ more effective teaching 
devices and techniques ••••••••••• 
027 Maintains order and discipline in 
the school••••••••••••••••••••••• 
039 Develops and uses the group 
approach to the problems o~ 
improving instruction •••••••••••• 
090 Evaluates the physical and 
instructional e~~iciency o~ the 
plant permitting an environment 
which is sanitary and sa~e ••••••• 
077 Organizes Fire and Civilian 
De~ense Drills ••••••••••••••••••• 
036 Attends centralized curriculum 
planning committee ••••••••••••••• 
072 Organizes pupil transportation 
~acilities and studies it for 
sa~ety, economy~ adequacy~ and 
e~~iciencY••••••••••••••••••••••• 
003 Orients raw teachers in school 
and communitY•••••••••••••••••••• 
101 Encourages parents to visit 
schools•••••••••••••••••••••••••• 
091 Assists administration in 
planning new buildings and 
009 
099 
093 
053 
additions•••••••••••••••••••••••• 
Plans with sta~f members in-
service practices and programs ••• 
Selects with staff materials for 
the pro~essional library ••••••••• 
Provides plan for development of 
policies and procedures through 
sta~f organization ••••••••••••••• 
Encourages continuous use o~ 
plant facilities ••••••••••••••••• 
Helps sta~f members survey and 
s 'Gudy pupils home and community 
background••••••••••••••••••••••• 
Advises and cooperates with 
teacher training institutions •••• 
{continued on next page) 
1.160251 
lJ.31283 
1.114570 
1.054232 
.9253585 
.9104493 
.85034 72 
.8195744 
.8051666 
-7433090 
-7144991 
.6724932 
• 6626870 
.5734081 
.5?18380 
.5580440 
Table 6. (continued) 
Duties and Responsibilities 
(lJ 
096 Cooperates with civic o~~icials, 
community libraries, playground, 
and health services ••••••••••••••• 
098 Promotes and contributes to 
parent-teachers• ass~ciation 
activities•••••••••••••••••••••••• 
095 Encourages the use o~ pupil 
excursions and ~ield trips •••••••• 
070 Develops and improves with sta~~ 
members the ~unctions o~ the 
school library service and/or 
room collection ••••••••••••••••••• 
089 
046 
035 
103 
083 
031 
088 
Determines and observes the 
practice or sara and healt~ul 
behavior by all pupils in lunch-
room, toilets, playground and 
gymnasium••••••••••••••••••••••••• 
Encourages use o~ selr-
evaluative materials •••••••••••••• 
Coordinates the activities o~ 
the consultant's specialized 
services in a uniried program ••••• 
Helps construct and makes checks 
on outcomes of subject objectives, 
outlines, and courses of study •••• 
Enlists public support in what 
schools are trying to do •••••••••• 
Provides plan and per~orms 
activities necessary ~or 
estimating, storing and distribut-
ing, recording and accounting ~or 
equipment, supplies, and textbooks 
Develops and uses objective 
child accounting records •••••••••• 
Provides plan ~or protection o~ 
school plant from damage and 
de~acement, and care o~ equipment, 
supplies, and textbooks ••••••••••• 
(concluded on next page) 
Chi-Square Values 
(2) 
-5426468 
.4865801 
.!:~574144 
.L~l9386o 
.3839065 
.3819413 
.3134047 
.3019592 
.2358080 
.2358080 
.1~-30358 
.1159685 
Tab l e 6. (concluded) 
io5 
071 
Duties and Responsibilities . 
.. . ( 1) 
Directs adult-sponsored 
organizations for pupils •••••• 
Administers the lunch period 
relating to scheduling and 
supervising of activities ••••• 
Chi-Square Values 
12J 
.115.5323 
.0728.5941 
2. The Results of the Ratings of the Duties and 
Responsibilities Furnished by Principals for 
the Criteria of Frequency and Difficulty 
One of the purposes of this research instrument was to 
determine the degree of Frequency with which the duty and 
responsibility was performed and the degree of Difficulty 
encountered by the principal in performing each duty and 
responsibility. 
This section contains a series of tables indicating the 
results gained from the 8.5 inquiry forms returned by 
principals. 
Responses of principals to duties and responsibilities 
for Frequency of Performance.-- Each respondent wa:s asked to 
encircle the number in each column that best describes the 
duty and responsibility for Frequency of Performance. Only 
duties and responsibilities actually peri'ormed were to be 
ra t ed. A non-response was considered a zero in the item 
analysis. 
The series of tables which follow show the duties and 
responsibilities in which principals participate according to 
Frequency of Performance. The tables have been arranged under 
t he eight major categories which were used in the research 
i nstrument: 
I Staff Personnel Leadership 
II Administering Pupil Personnel 
III Instructional Leadership 
IV Administering Special Services 
V Office l1anagement 
VI Administering School Plant, Equipment, and Materials 
VII School and Community 
VIII Personal and Proi'essional Growth 
Dichotomous division of the responses.-- The ratings of 
pri ncipals to the Frequency of Performance criterion were 
dichotomized in the item analysis as follows: 
Total Frequencies 
Degrees 5-4-3 
Total Frequencies 
Degrees 2-1-0 
Thus the ratings i'or Frequency of' Performance were divided 
i nto two rather than six classes, and the relationship i'ound 
between the two classes. Since daily, weekly, and monthly 
may be dei'ined as i'requently performed, and semi-annually, 
annually, and no response not frequently Eerformed, the result 
II 
I 
I, 
I 1_· J2 
will be a dichotomy of the frequently and not frequently 
;eerformed. 
The data for the variable are expressed in terms of a 
dichotomy, or two classes of the variable are available in 
percentages, with the base used in computing them being the 
85 participants. 
Res;eonses to Frequency of Performance in Staff Personnel 
Leadership.-- Table 7 lists the duties and responsibilities 
pertaining to Staff Personnel Leadership which principals 
rated for Frequency of Performance. 
Principals participate more frequently in duties and 
responsibilities dealing with human relationships among the 
staff, according to the percentages in Table 7. 
The responses ranged from 88.24 per cent helping improve 
cooperation and cordial relations among staff members, to 
2.35 per cent directing preparation and revision of teachers' 
handbook. 
Table 7. Duties and Responsibilities Principals 
Perform for Frequency Pertaining to 
Staff Personnel Leadership, Arranged 
According to Percentage of Responses 
to Dichotomized Degrees 
e ps prove eoopera on 
and cordial relations among 
staff members•••••••••••••••••• 
{concluded on next page) 
Fre 
88.24 11.76 
'J3 
Table 7. (concluded) 
012 Helps teachers with personal 
and school adjustments •••••••• 
013 Gives praise and public 
commendation to outstanding 
errorts or teachers ••••••••••• 
008 Provides channels ror 
consideration of teachers 
complaints and requests ••••••• 
009 Provides plan £or development 
or policies and procedures 
through staff organization •••• 
015 Advises teachers on school 
board policies, rules and 
regulations, and school law ••• 
006 Encourages the proressional 
improvement or teachers ••••••• 
003 Orients new teachers in school 
and communitY••••••••••••••••• 
002 Evaluates competence of 
individual teachers ••••••••••• 
004 Secures substitute teac~ers ••• 
007 Handles details in preparing -
and adjusting assignments, and 
teaching loads•••••••••••••••• 
014 Plans social activities and 
entertainment of starr •••••••• 
016 Assists administration in 
selection, transfer, and 
dismissal .of non-instruc-
tional starr •••••••••••••••••• 
001 
011 
005 
Assists administration in 
selection, transfer, and 
dismissal of teachers ••••••••• 
Assists in formulation of 
salaries and salary schedule .•• 
Directs preparation and 
revision of teaChers' 
handbook•••••••••••••••••••••• 
77.65 
75.30 
61.18 
56.47 
54.12 
33.95 
31.77 
31.77 
18.24 
14.12 
12.35 
22.35 
24.70 
25.88 
38.82 
43.53 
45.88 
66.0.5 
68.23 
68.23 
71.76 
85.88 
9.5.29 
97.6.5 
97.6.5 
~04. 
I 
I. 
Responses to Frequency o~ Performance in Administering 
Pupil Personnel.-- Table ~a :- lists the duties and responsibi-
lities pertaining to Administering Pupil Personnel which 
principals rated for Frequency of Performance. 
Table . 6. Duties and Responsibilities 
Principals Perform for Frequency 
Pertaining to Administering 
Pupil Personnel, Arranged According 
To Percentage of Responses to 
Dichotomized Degrees 
Ma ntains or er and 
discipline in the school •••••• 
019 Helps teachers in guiding and 
reporting pupil progress •••••• 
023 Handles orientation o~ enter-
ing and trans~er pupils ••••••• 
030 Plans, conducts, and 
participates in assemblies •••• 
025 Works with other schools in 
trans~ers, records, and 
interpretation o~ pupils •••••• 
026 Makes it possible for pupil 
participation in school 
management and control •••••••• 
029 Organizes and administers 
extra-curricular activities 
for pupils•••••••••••••••••••• 022 Plans for meeting needs of 
mentally retarded and gifted 
children•••••••••••••••••••••• 
031 Develops and uses objective 
child accounting records •••••• 
021 Initates and carries out 
study and evaluation of 
reporting pupil progress, 
classification and grouping, 
and teachers' marks ••••••••••• 
(concluded on next page) 
95.29 
76.47 
76.47 
68.24 
61.18 
57.65 
36.47 
25.88 
4.71 
23.53 
23.53 
31.76 
38.82 
42.35 
48.23 
65.88 
74.12 
jol 
1_05 
Table /~8. (concluded) 
es 
courages an prac ces 
visitations to homes ••••••••• 
018 Makes decisions in 
classirication and grouping 
of pupils •••••••••••••••••••• 
020 Establishes unirorm marking 
system••••••••••••••••••••••• 
032 Assists in organization and 
reorganization of schools •••• 
017 Makes the schedule of classes 
024 Plans registration periods 
for beginning children prior 
to and on opening day of 
school••••••••••••••••••••••• 
24.71 
14.12 
10.59 
8.24 
4-71 
o.oo 
75.29 
85.88 
89.41 
91.76 
95.29 
100.00 
The percentage of frequent responses ranged from 95.29 
per cent maintaining order and discipline in school to zero 
per cent planning registration periods for beginning children 
prior to and on opening day of school. 
Ranked high in the list of duties and responsibilities 
whereby principals participate frequently are activities 
concerned with pupil progress and pupil progress. 
Responses to Frequency of Performance in Instructional 
Leadership.-- Table ]J lists the duties and responsibilities 
pertaining to instructional Leadership which principals 
rated for Frequency of Performance. 
Table 9. Duties and Responsibilities Principals 
Perform for Frequency Pertaining to 
(continued on next page) 
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Table ·-s· (continued) 
Instructional Leadership Arranged 
According to Percentage of 
Responses to Dichotomized Degrees 
Duties and Responsibilities Percentage of Dichotomized 
ResDonses 
FreCJuentl:v Not Frequep:t-ly 
ll} l2J {3} 
030 U!Ters constructive help to 
teachers who recognize the 
need••••••••••••••••••••••••••• 85.88 14.12 
049 Helps teachers recognize and 
provide for individual 
81.18 differences in pupils •••••••••• 18.82 
051 Inspects and observes functions 
of teaching including class-
room visitations ••••••••••••••• 81.12 18.88 
055 Seeks aid of teachers in 
discovering and solving 
instructional problems ••••••••• 74.12 25.88 
' . ,•. ., ' 
044 Helps to bring about effective ' 
interaction between regular and 
special teachers •••••••••••• ~ •• 71.77 28.23 
043 Discovers and utilizes special 
talents of staff members ••••••• 67.06 32.94 
056 Coordinates use of resources 
for improvements of teachers ••• 67.06 32.94 
039 Develops and uses the group 
approach to the problems of 
improving instruction •••••••••• 60.00 ' 40.00 
050 Develops with staff members 
methods of diagnosis and 
remedial work•••••••••••••••••• 56.47 43.53 
042 Participates in teaching act 
or demonstration teaching •••••• 55.30 44.70 
054 Makes arrangements for exhibits 
of school work of pupils and 
teachers••••••••••••••••••••••• 51.77 48.23 
037 Evaluates with staff members · 
the program of instruction ••••• 44-71 55.29 
(concluded on next page) 
.. 
Table .9.. (concluded) 
034 
I 
041 
046 
048 
033 
036 
052 
053 
045 
047 
oor a es he ac v es o 
the consultant's specialized 
services in a unified program 
Provides leadership in a 
continuous program of 
curriculum analysis and 
revision•••••••••••••••••••••• 
Plans with staff members in-
service practices and 
programs•••••••••••••••••••••• 
Guides and advises in 
research studies, experiments, 
and discovery of more effect-
ive teaching devices and 
techniques•••••••••••••••••••• 
Encourages use o.f self-
evaluative materials •••••••••• 
Strives .for competent and 
unbiased judgment in the 
diagnosis and interpretation 
of test data•••••••••••••••••• 
Provides and executes plan 
.for development of 
philosophy, guiding 
principles, and objectives •••• 
Attends centralized 
curriculum planning 
committee••••••••••••••••••••• 
Helps construct and makes 
checks on outcomes of 
subject objectives, outlines, 
and courses of study •••••••••• 
Advises and cooperates with 
teacher training institutions 
Selects with staff materials 
tor the professional library •• 
Helps to construct, adapt, and 
select tests or test items •••• 
41.18 
40.00 
61.12 
61.12 
36.47 
32.94 
31.77 
27.06 
21.18 
18.82 
8.24 
58.82 
60.00 
38.88 
38.88 
65.88 
67.06 
68.23 
72.94 
78.82 
81.18 
91.76 
. :8 
The percentage of frequent responses ranged from 85.88 
jl per cent offering constructive help to teachers who recognize 
the need to 8.24 per cent helping to construct, adapt, and 
select tests or test items. 
High on the list of duties and responsibilities performed 
frequently by principals are helping teachers recognize and 
provide for individual differences, and inspecting and 
observing functions of teaching including classroom 
visitations. 
Responses to Frequency ot Perfor.mance in Administering 
Special Services.-- Table 10 lists the duties and ~esponsibi­
lities pertaining to Administering Special Services Which 
principals rated for Frequency of Performance. 
Table 10. Duties and Responsibilities Principals 
Perform for Frequency Pertaining to 
Administering Special -Services, Accord-
ing to Percentage of Responses to 
Dichotomized Degrees 
Duties and Responsibilities 
l~) 
065 Seeks to maintain good pupil-
principal relationships •••••• 
067 Enforces local board of 
health rules pertaining to 
sick pupils and reporting 
contagious diseases •••••••••• 
057 Attends to attendance work, 
including reports required, 
enforcement and interpre-
tation of laws, and study of 
attendance problems •••••••••• 
064 Contacts parents regarding 
pupils••••••••••••••••••••••• (concluded on next page) 
Percentage of Dichotomized 
Responses 
Frequen'ti_~_y ~ot Frequently 
94.12 
85.88 
84.71 
84.71 
5.88 
14.12 
15.29 
15.29 
~======================================================-======~======~ 
Table 10.. (concluded) 
059 
on ers w h an counse s 
pupils with problems o~ 
personal and school adjustment •• 
Discusses with sta~f members 
specialists, and health staff 
individual problems of adjust-
ment•••••••••••••••••••••••••••• 060 Arranges ~or specialist 
061 
058 
066 
services to treat individual 
problems of adjustment •••••••••• 
Organizes and carries out guid-
ance functions and services ••••• 
Develops with staff members ways 
of discovering aptitudes and 
adjustment problems through 
techniques like testing, observ-
ation, records, and reports, 
conferences~ and ease studies ••• 
Secures physical and mental 
health examinations and aid and 
treatment for defects ~ound in 
8o.oo 
77.65 
68.24 
55.30 
pupils•••••••••••••••••••••••••• 54.12 
063 Articulates pupil records with 
guidance, health, and testing 
programs•••••••••••••••••••••••• 49.41 068 Directs the selection, acquisi-
tion, use and evaluation of 
audio-visual materials.......... 49.41 
069 Operates audio-visual equipment. 49.41 
071 Administers the lunch period 
relating to scheduling and 
supervising of activities....... 36.47 
070 Develops and improves with staff 
members the ~unctions of the 
school library service and/or 
room collection................. 29.41 
072 Organizes pupil transportation 
facilities and studies it ~or 
safety, economy, adequacy, and 
e~ficiency...................... 28.24 
20.00 
22.35 
31.76 
44.70 
45.88 
45.88 
50.59 
50.59 
70.59 
71.76 
The percentage of .frequent responses ranged .from 94.12 
per cent seeking to maintain good pupil relationships to 28.24 
per cent organizing pupil transportation .facilities and 
studying it for safety, economy, adequacy, and efficiency. 
Ranked high on the list of duties and responsibilities 
performed frequently by principals are enforcing local board 
of health rules pertaining to sick pupils, and reporting 
contagious diseases, attending to attendance work, contacting 
parents regarding pupils, and conferring and counseling pupils 
with problems of personal and school adjustment. 
Apparently, the principals participate less frequently 
in special services that require specific equipment and 
facilities. 
Responses to Frequency of Performance in Office Managementr 
Table ll lists the duties and responsibilities pertaining to 
Office Management which principals rated for Frequency of 
Performance. 
Tabl~ 11. Duties and Responsibilities Principals 
Perform for Frequency Pertaining to 
Office Management, According to Per-
centages of Responses to Dichotomized 
Degrees 
Duties and Responsibilities 
U,._}_ 
073 Directs the routine office 
management including records 
and reports, correspondence, 
and clerical duties •••••••••• 
(concluded on next page) 
Percentage of Dichotomized 
Responses 
Frequent~y Not Fre_quentl.y 
l2J l3J 
88.24 11.76 
Table 1~. (concluded) 
Duties and Responsibilities 
ll) 
07o Collects and accounts ror aJ.l 
funds••••••••••••••••••••••••• 
077 Organizes Fire and Civilian 
Defense Drills •••••••••••••••• 
078 Administers first aid ••••••••• 
075 Prepares questionnaires, 
bulletins, notices, minutes 
ot meetings, and bulletin 
board••••••••••••••••••••••••• 
081 Gives information upon 
request to ·patrons and 
citizens•••••••••••••••••••••• 
082 Confers with salesmen and 
business agents ••••••••••••••• 
080 Conducts visitors through 
school•••••••••••••••••••••••• 074 Plans and uses definite 
schedule or daily activities 
including conferences with 
superiors and teachers •••••••• 
079 Prepares tor the opening and 
closing or school ••••••••••••• 
Percentage of Dichotomize:i 
Re~onses 
Frequently Not Frequently-
l2J . 1~)_ 
8o.oo 
76.47 
75.30 
74.12 
74.12 
70.59 
62.35 
54.12 
30.59 
20.00 
23.53 
24.70 
25.88 
25.88 
29.41 
37.65 
45.88 
69.41 
The percentage of frequent responses ranged from 88.24 
1 per cent directing the routine o:f'fice mant\Sement to 30.59 
per cent preparing for the opening and closing of school. 
Evidently the principals participate rather frequently 
in activities concerning office management, with collecting 
and accounting for funds ranking high on the list. 
I Responses to Frequency of Performance in Administering 
of School Plant, Equipment, and Instructional Materials.--
1 Table 12 lists the duties and responsibilities pertaining to 
l 
I 
I ( 
-'II ,. .;"'.! 
..L ... fl(:. 
~dministering o~ School Plant, Equipment, and Instructional 
Naterials which principals rated for frequency of performance. 
Table 12. Duties and Responsibilities Principals 
Perform for Frequency Pertaining to 
Administering of School Plant, Equipment, 
and Instructional Materials, According 
to Percentage of Responses to Dichotomized 
Degrees 
Duties and Responsibilities 
l~J 
Otl9 Determines and observes the 
practice of safe and healthful 
behavior by all pupils in 
lunchroom, toilets, playground 
and gymnasium ••••••••••••••••• 
085 Supervises the operation and 
maintenance of the school 
plant •••••••••••••••••••.•••••• 
090 Evaluates the physical and 
instructional efficiency of 
the plant permitting an 
environment which is sanitary 
and safe ••••••••••••••••••.•••• 
086 Secures the repair and 
replacement of facilities and 
equipment ••••••••••••••••••••• 
083 Provides plan and performs 
activities necessary for 
estimating, storing and 
distributing, recording and 
accounting for equipment, 
supplies, and textbooks ••••••• 
088 Provides plan for protection 
of school plant from damage 
and defacement, and care of 
equipment, supplies, and 
textbooks •••••••••••••••.•••••• 
087 Studies with staff new trends 
and practices in equipment, 
supplies, and textbooks ••••••• 
084 Develops and uses criteria for 
selecting, evaluating, and 
controlling equipment, 
(concluded on next page) 
Frequently Not Frequently 
l2) l3J 
88.24 11.76 
77.65 22.35 
77.65 22.35 
61.18 38.82 
47.06 
50.59 
32.94 67.06 
.:1 
Table 12. (concluded) 
supplies and textbooks •••••••• 
091 Assists administration in 
planning new building and 
additions••••••••••••••••••••• 97.65 
The percentage of frequent responses ranged from 88.24 
per cent determining and observing the practice or safe and 
healthful behavior by all pupils in lunchroom, toilets, 
playground, and gymnasiUm to 2.35 per cent assisting 
administration in planning new buildings and additions. 
High on the list of duties and responsibilities performed 
frequently by principals are supervising the operation and 
maintenance of the school plant and evaluating the physical 
and instructional efficiency or the plant, permitting an 
environment which is sanitary and safe. 
Ranked low on the list are such items as developing 
criteria for selecting, evaluating, and controlling equipment, 
supplies, and textbooks, and studying with starr new trends 
and practices in equipment, supplies, and textbooks. 
Responses to Frequency of Performance in School and 
Community.-- Table lj lists the duties and responsibilities 
pertaining to School and Gommunity which principals rated 
for frequency of performance. 
' 4. 
Table 13. Duties and Responsibilities Principals Perform 
for Frequency Pertaining to School and 
Community, According to Percentage of Responses 
to Dichotomized Degrees 
Duties and Responsibilities 
tl)_ 
101 Encourages parents to vTsit 
schools ••••••••••••••••••••••• 
098 Promotes and contributes to 
parent-teachers' association 
activities •••••••••••••••••••• 
096 Cooperates with civic 
officials, community 
libraries, playground, and 
health services ••••••••••••••• 
097 Evaluates with staff members 
resources available for school 
utilization ••••••••••••••••••• 
100 Participates in community 
affairs ••••••••••••••••••••••• 
093 Helps starr members survey and 
study pupils home and 
community background •••••••••• 
099 Encourages continuous use of 
plant facilities •••••••••••••• 
103 Enlists public support in what 
schools are trying to do •••••• 
107 Supports teachers against 
unjust community restrictions 
and criticism ••••••••••••••••• 
095 Encourages the use of pupil 
excursions and field trips •••• 
092 Utilizes community resources 
and agencies for curriculum 
development ••••••••••••••••••• 
106 Provides and executes plan or 
public relations program •••••• 
094 Organizes school activities 
for community service ••••••••• 
104 Makes speaking engagements 
regarding school •••••••••••••• 
105 Directs adult-sponso~ed 
organizations ror pupils •••••• 
102 Organizes and advises 
community coordinating council 
on which staff members serve •• 
Percentage of Dichotomized 
Responses 
Frequently Not Frequently 
l2) {3) 
77.65 22.35 
71.77 28.23 
70.59 29.41 
70.59 29.41 
58.82 41.18 
56.47 43.53 
52.94 47.06 
52. 9L~ 47.06 
52.94 47.06 
51.77 48.23 
41.18 58.82 
37.65 62.35 
36.47 63.53 
21.18 78.82 
12.94 87.06 
10.59 89.41 
:1:t5 
Ranked high on the list of activities performed frequently 
by principals, are promoting and contributing to parent 
teachers' association, and cooperating with civie officials, 
community libraries, playground, and health services. 
Principals participated less frequently in such activities 
as making speaking engagements regarding school, and directing 
adult-sponsored organizations for pupils. 
Responses to Frequency of Performance in Personal 
Professional Growth.-- Table 14 lists the dut ies and responsi-
bilities pertaining to P.ersonal Jlrofessional ,(trowth which 
principals rated for frequency of participation. 
Table ~. Duties and Responsibilities Principals 
Perform for Frequency Pertaining to 
Personal Professional Growth, Arranged 
According to Percentage of Responses 
to Dichoto.mized Degrees 
en s workshops, ns tutes, 
conferences, and other 
professional meetings ••••••••• 
111 Does planned independent 
study, research, or advanced 
study for professional growth. 
109 Assists in organizing or 
conducting conferences and 
professional meetings ••••••••• 
110 Serves on national, state, 
district, and local 
professional committees ••••••• 
113 Holds office in professional 
organizations ••••••••••••••••• 
; 114 Obtains evaluation of his 
competence from teachers •••••• 
(concluded on next page) 
62.35 
28.24 
24.71 
37.65 
55.47 
71.76 
75.29 
89.41 
90.59 
Table 14. (concluded) 
Duties and Responsibilities Percentage of Dichotomized 
Res~onses 
Frequent~:r · Not Frequently 
(1) ( 2) (3) 
112 Wr:ttes ror proi"essional 
journals, magazines, 
newspapers, radio, and 
television•••••••••••••••••••• 7.06 92.94 
115 Visits, observes and 'evaluates 
outstanding school systems •••• 7.06 92.94 
The percentage o:r :rrequent responses ranged i"rom 62.35 
per cent attending workshops, institutes, conferences, and 
other pro:ressional meet~n~ to 7.06 per cent writing i"or 
pro:ressional journals, magazines, newspapers, radio, and 
1 television and visiting, observing, and evaluating outstanding 
school systems. 
Participation in many ~ctivities concerning personal 
proi"essional growth did not rank high among principals :ror 
frequency. 
Responses of principals to duties and responsibilities 
for Difficulty of Performance.-- The research instrument also 
collected information concerning the difficulty encountered 
by principals in performing a specific activity. Each 
participant was asked to encircle the number in each column 
that best described the duty and responsibility for difficulty 
of performance. Only duties and responsibilities actually 
performed were to be rated. A non-response to the item was 
' - 'l 
considered a zero in the item analysis. 
The series of tables which follow show the duties and 
responsibilities which principals perform according to the 
degree of difficulty. The tables have been arranged under 
the eight major categories which were used in the research 
instrument and in reporting previous information. The ratings 
of the principals for each item for the criterion of 
Difficulty of Performance yielded a trichotomous division. 
Answer choices expressed a continuous scale of variable 
duties ranging from most to little or none in the rating 
scale for difficulty. The duties and responsibilities not 
performed by the participant were not to be rated. To make 
for an adequate interpretation of the results, such responses 
had to be considered in relation to the total sample of 
replies. Thus the three divisions for the criterion were 
trichotomized as follows: 
Total Frequencies 
Degrees 5-4-3 
Total Frequencies 
Degrees 2-1 
Total Frequenci~ 
Degree 0 
Since extreme, considerable, and moderate may be 
considered as difficult to perform, and some, little, or none 
may be considered as not difficult to perform, and items not 
rated by principals if not performed were considered a2 
response, the three distinct categories made for a more 
logical arrangement of the variables. The result will be a 
trichotomy of the difficult, not difficult, and not performed. 
The base used in computing the percentages is the total sample 
of 85 principals, thus enabling one to find the relationship 
between the three variables. 
Responses to Difficulty of Performance in Staff Personnel 
Leadership.-- The frequency of responses in per cents of the 
16 duties and responsibilities concerning Staff Personnel 
Leadership .are shbwri in Table 1.5. 
001 
Table 15. Duties and Responsibilities Principals 
Perform for Difficulty Pertaining to 
Staff Personnel Leadership, Arranged 
According to Percentage of Responses 
to Trichotomized Degrees 
Dirfim_ll t 
va ua es compe ence o 
65.88 individual teachers ••••••••• 23.54 
Assists administration in 
s election, transrer, and 
dismissal of teachers ••••••• 61.18 22.35 
012 Helps teachers with personal 
56.47 and school adjustments •••••• 32.95 
006 Encourages the professional 
improvement of teachers ••••• .51.77 34.12 
009 Provides plan for develop-
ment of policies and 
procedures through sta.f.f 
49.41 28.24 organization •••••••••••••••• 
007 Handles details in preparing 
and adjusting assignments, 
and teaching loads •••••••••• 47.06 32.94 
010 Helps improve cooperation 
and cordial relations among 
008 
starr members •••••••••••• , ••• 47.06 44.70 
Provides channels for 
consideration of teachers 
complaints and requests ••••• 45.88 41.18 
(concluded on next page) 
10.58 
16.47 
10.58 
14.12 
22.35 
20.00 
8.24 
12.94 
I Table 15. (concluded) 
li ::::::;;;;:::::;:;:;:::;=:;~;;::=::;:::=;;:;;::;:;::;::=;::::::;:=::;:::==:::;:;::;::;:::;:::::==:;:: 
45.88 42.36 11.76 
015 
law••••••••••••••••••••••• 36.47 54.12 9.41 013 Gives praise and public 
commendation to outstand-
ing e£forts of teachers ••• 20.00 67.06 12.94 
014 Plans social activities 
and entertainment or staff 18.82 35.20 45.98 
011 Assists in formulation of 
salaries and salary 
schedule•••••••••••••••••• 17.65 5.81 76.48 
016 Assists administration in 
selection, transfer, and 
dismissal of non-instruc-
tional staff •••••••••••••• 16.47 27.65 55.88 
005 Directs preparation and 
revision of teachers' 
handbook •••••••••••••••••• 15.30 16.46 68.24 
004 Secures substitute 
teachers•••••••••••••••••• 10.59 24.71 64.70 
The percentage of difficult responses ranged from 65.88 
per cent evaluating c·ompetence of individual teachers to 10.59 
per cent securing substitute teachers. 
Ranked high on the list of duties and responsibilities 
difficult to perform by principals are assisting administra-
tion in selection, transfer, and dismissal of teachers, and 
helping teachers with personal and school adjustments. 
Considered not difficult to perform according to responses 
1.20 
varied from 67.06 , per cent giving praise and public 
commendation to outstanding efforts of teachers, to 5.87 per 
cent assisting in formulation of salaries and salary schedule, 
which also w~s the activity least performed by principals. 
Sixty-four per cent of the principals do not participate in 
directing preparation and revision of teachers' handbook. 
Responses to Difficulty of Performance in Administering 
Pupil Personnel.-- The frequency of responses in per cents of 
the 16 duties and responsibilities, concerning Administering 
Pupil ?erso~el are shown in Table 16. 
019 
018 
021 
Table 16. Duties and Responsibilities Principals 
Perform for Difficulty Pertaining to 
Administering Pupil Personnel, Arranged 
According to Percentage of Responses to 
Trichotamized Degrees 
ana or mee ng nee s o 
mentally retarded and gifted 
children •••• .•••••••••••••••• 57.65 23.53 
Helps teachers in guiding 
and reporting pupil progress 55.40 36.36 
Makes decisions in 
classification and grouping 
of pupils••••••••••••••••••• 44.53 29.59 
Initiates and carries out 
study and evaluation of 
reporting pupil progress, 
classification and grouping, 
and teachers' marks ••••••••• 43.53 21.18 
(concluded on next page) 
18.82 
8.24 
25.88 
35.29 
============================================~~-==---== 
I Table 16. (concluded) 
Ill 
Duties and Responsibilities 
027 
026 
030 
020 
(1) 
Maintains order and 
discipline in the school ••• 
Makes it possible for pupil 
participation in school 
management and control ••••• 
Plans, conducts and 
participates in assemblies. 
Establishes uniform marking 
system ••••••••••••••••••••• 
024 Plans registration periods 
for beginning children 
prior to and on opening day 
of school•••••••••••••••••• 
023 Handles orientation of 
entering and transfer 
pupils ••••••••••••••••••••• 
025 Works with other schools in 
transfers, records, and 
interpretation of pupils ••• 
032 Assists in organization and 
reorganization of schools •• 
031 Develops and uses objective 
child accounting records ••• 
029 Organizes and administers 
extra-curricular activities 
for pupils ••••••••••••••••• 
017 Makes the schedule of 
.classes•••••••••••••••••••• 
028 Encourages and practices 
visitations to homes ••••••• 
Percentages of Trichotomized 
Responses 
Not 
Difficult Difficult 
_{2) (3) 
42.35 
40.00 
40.00 
34.12 
34.12 
32.94 
30.59 
30.59 
29.41 
28.24 
27.06 
21.18 
52.94 
32.94 
43.53 
23.53 
49.41 
58.82 
45.88 
25.88 
27.06 
37.64 
36.47 
38.82 
No 
Response 
l4l 
4.71 
27.06 
16.47 
42.35 
16.47 
8.24 
15.29 
43.53 
43.53 
34.12 
36.47 
40.00 
The per cent-responses on difficult to perform duties and 
responsibilities varied from 57.65 per cent planning for 
meeting needs of mentally retarded and gifted children, to 
21.18 per cent encouraging and practicing visitations to homes. 
·,. :: 
Also ranking high on the list of activities difficult to 
perform are helping ' teachers in guiding and reporting pupil 
progress. 
Considered not difficult to perform according to responses 
varied from 58.82 per cent handling orientation of entering and 
transfer pupils, to 21.18 per cent initiating and carrying out 
study and evaluation of reporting pupil progress, classifi-
cation and grouping, and teachers' marks. Non-responses to 
activities -not performed by principals ranged from 43.53 per 
cent developing and using objective child accounting recorda 
and assisting in organization and reorganization of schools, 
to 4.71 per cent maintaining order and discipline in the school. 
Responses to Difficulty of Performance in Instructional 
Leadership.-- The frequency of responses in per cents of the 
24 duties and responsibilities concerning Instructional 
Leadership are shown in Table 17. 
Table 17. Duties and Responsibilities Principals 
Perform for Difficulty Pertaining to 
Instructional ,Leadership1 Arranged According 
to Percentage of Responses to Trichotomized 
Degrees 
Duties and Responsibilities 
(1 J 
049 Helps teachers recognize and 
provide for individual 
differences in pupils ••••••• 
056 Coordinates use of resources 
for improvement of teaching. 
(continued on next page} 
Percentages of Triehotomized 
Responses 
Not 
Difficult Difficult 
f2J (3) 
57.65 
52.94 
34.29 
31.72 
No 
[lle sp_onse 
{4) 
7.06 
15.34 
'. < )4"'l .~ ., 11 
Table 17. (continued) 
Duties and Responsibilities 
(1) 
050 Develops with staff members 
methods of diagnosis and 
remedial work ••••••••••••••• 
034 Provides leadership in a 
continuous program of 
curriculum analysis and 
revision •••••••••••••••••••• 
038 Offers constructive help to 
teachers who recognize the 
need •••••••••••••••.•....••• 
037 Evaluates· with staff members 
the program of instruction •• 
048 Strives for competent and 
unbiased judgment in the 
diagnosis and interpretation 
of test data •••••••••••••••• 
051 Inspects and observes 
functions of teaching 
including classroom 
visitations ••••••••••••••••• 
039 Develops and uses the group 
approach to the problems of 
improving instruction ••••••• 
033 Provides and executes plan 
for development of philo-
sophy, guiding principles, 
and objectives •••••••••••••• 
043 Discovers and utilizes 
special talents of staff 
members ••••••••••••••••••••• 
044 Helps to bring about 
effective interaction 
between regular and special 
teachers •••••••••••••••••••• 
055 Seeks aid of teachers in 
discovering and solving 
instructional problams •••••• 
(concluded on next page) 
Percentages of Trichotomized 
Responses 
Not No 
Difficult Pifficult IResnonse 
(2) (3) (4) 
50.59 27.06 
47.06 20.00 
47.06 27.06 
45.88 38.83 
45.88 31.77 
44.71 42.35 
44.71 30.59 
44.53 27.23 
40.00 48.24 
40.00 5.59 
40.00 45.89 
22.35 
32.94 
25.88 
15.29 
22.35 
12.94 
24.71 
28.24 
11.76 
54.41 
14.11 
/ ) . 0 
Table 17. (concluded) 
Duties and Responsibilities 
{1} 
041 Guides and advises in 
research studies, 
experiments, and discovery 
of more effective teaching 
devices and techniques •••••• 
040 Plans with staff members 
in-service practices and 
program.s ••.•••••••••••••••••• 
042 Participates in teaching 
act or demonstration 
teaching •••••••••••.••••••• • • 
035 Coordinates the activities 
of the consultant's 
specialized services in a 
unified program ••••••••••••• 
036 Attends centralized curricu-
lum planning committee •••••• 
054 Makes arrangements for 
exhibits of school work of 
pupils and teachers ••••••••• 
046 Encourages use of self-
evaluative materials •••••••• 
052 Helps construct and makes 
checks on outcomes of sub-
ject objectives, outlines, 
and courses of study •••••.••• 
047 Helps to construct, ad~pt, 
select tests or test items •• 
053 Advises and cooperates with 
teacher training 
institutions,••••••••••••••• 
045 Selects with staff materials 
for the professional 
library ••••••••••••••••••••• 
Percentages of Trichotomized 
Responses 
Not 
Difficult ~ifficult 
(21 (3} 
38.82 
36.47 
35.30 
35.29 
31.77 
31.77 
30.59 
27.06 
21.18 
20.00 
12.94 
36.47 
41.77 
39.99 
25.88 
28.23 
51.76 
34.12 
40.00 
20~00 
41.18 
54.12 
No 
Resnonse 
14} 
24.71 
21.76 
24.71 
38.83 
40.00 
16.47 
35.29 
32.94 
58.82 
38.82 
32.94 
The per cent responses o~ duties and responsibilities 
difficult to perform varied from 57.65 per cent helping 
teachers recognize and provide for individual differences in 
pupils, to 12.94 per cent selecting with staff materials for 
the professional library. 
Ranked high on the list of activities difficult to perform 
by principals are coordinating use of resources for improvement 
of teaching and developing with staff members methods of 
diagnosis and remedial work. Considered not difficult to 
perform according to responses varied from 54.12 per cent 
selecting with staff materials for the professional library, 
to 5.59 per cent helping to bring effective intera~tion 
between regular and special teachers. Non-responses to 
activities not performed by principals ranged from 58.82 per 
cent helping to construct, adapt, and select tests or test 
items, to 5.88 per cent offering constructive help to 
teachers who recognize the need. 
Responses to Difficulty of Performance in Administering 
Special Services.-- The frequency of responses in per cents of 
the 16 duties and responsibilities concerning Administering of 
Special Services are shown in Table 18. 
Table 18. Duties and Responsibilities Principals Perform 
for Difficulty Pertaining to Administering 
Special Services, Arranged According to Per-
centage of Responses to Trichotomized Degrees 
Duties and Responsibilities 
(lJ 
062 Confers with and counsels 
pupils with problems of 
personal and school 
adjustment ••••••••••••••••• 
(continued on next page) 
Percentages of Trichotomized 
Res_ponses 
Not 
Difficult ~ifficult 
(2) _(3) 
56.47 35.29 
No 
Res.12_onse 
{4) 
8.24 
:1?6 
Table 18. (continued) 
Duties and Responsibilities 
{1) 
058 Develops with staff members 
ways of discovering 
aptitudes and adjustment 
problems through techniques 
like testing, observation, 
records and reports, 
conferences, and case 
studieS••••••••••••••••••••• 
059 Discusses with staff 
members specialists, and 
health staff individual 
problems of adjustment •••••• 
060 Arranges for specialist 
services to treat individual 
problems of adjustment •••••• 
057 Attends to attendance work, 
including reports required, 
enforcement and interpre-
tation of laws, and study of 
attendance problems ••••••••• 
064 Contacts parents regarding 
pupils•••••••••••••••••••••• 
063 Articulates pupil records 
with guidance, health, and 
testing programs •••••••••••• 
067 Enforces local board of 
health rules pertaining to 
sick pupils and reporting 
contagious diseases ••••••••• 
061 Organizes and carries out 
guidance functions and 
services•••••••••••••••••••• 
066 Secures physical and mental 
health examinations and aid 
and treatment for defects 
found in pupils ••••••••••••• 
(concluded on next page) 
Percentages of Trichotomized 
Responses 
Not 
Difficult Difficult 
(2) (3) 
52.94 28.82 
50.59 43.52 
48.24 41.17 
45.88 . 40.00 
44.71 49.40 
38.82 34.12 
35.30 56.47 
34.12 22.35 
34.12 48.23 
No 
ktesponse 
(4) 
18.24 
5.89 
10.59 
14.12 
5.89 
27.06 
8.24 
43.53 
17.65 
?7 
Table 18• (concluded) 
! ==~~==~==~~~==~~~====~~~~~ Duties and Responsibilities !Percentages of' Triehotomized 
ll} 
065 Seeks to maintain good pupil-
principal relationships •••••• 
068 Directs the selection, 
acquisition, use, and evalu-
ation of' audio-visual 
materials•••••••••••••••••••• 071 Administers the lunch period 
relating to scheduling and 
supervising of activities •••• 
070 Develops and improves with 
staff' members the functions 
of' the school library and/or 
room collection •••••••••••••• 
072 
069 
Organizes pupil transporta-
tion facilities and studies 
it for safety, economy, 
adequacy, and efficiency ••••• 
Operates audio-visual 
equipment•••••••••••••••••••• 
Res_Qonses 
Not 
~if'fieult ~if'ficult 
l2l_ .. lJl 
32.94 
28.24 
27.06 
23.52 
10.59 
64.71 
47.05 
47.06 
24.54 
48.23 
No 
~esponse 
l4J 
2.35 
24.71 
25.88 
51.94 
41.18 
The per cent responses on duties and re~ponsibilities 
difficult to perform varied from 57.65 per cent confering with 
and counseling pupils with problems of personal and school 
adjustment, to 10.59 per cent operating audio-visual equipment. 
Ranked high on the list of activities difficult to perf'orm 
by principals, are developing with staff members ways or 
discovering aptitudes, adjustment problems through techniques 
like testing, observation records and reports, conferences and 
case studies, and discussing with starr members, specialists, 
and health starr individual problems of adjustment. Considered 
not di~~icult to per~orm according to responses, varied ~ro.m 
56.46 per cent en~orcing local board o~ health rules pertaining 
to sick pupils and reporting contagious diseases, to 22.35 per 
cent organizing and carrying out guidance ~unctions and 
services. Non-responses to activities not per~or.med by 
principals ranged from 52.94 per cent organizing pupil 
transportation facilities and studying it for safety, economy, 
adequacy, and efficiency, to 2.35 per cent seeking to maintain 
good pupil-principal relationships. 
Responses to Difficulty of Performance in Office 
Management.-- The frequency of responses in per cents of the 
ten duties and responsiblities concerning Offic~ Management 
are shown in Table 19. 
Table 19. Duties and Responsibilities Principals 
Perform for Difficulty Pertaining to 
Office Management, Arranged Accor-ding 
to Percentage of Responses to 
Trichotomized Degrees 
Dirac s the rou ne o ce 
management including records 
and reports, correspondence, 
and clerical duties ••••••••• 
076 Collects and accounts for 
55.30 
51.76 
40.00 
38.81 
!37.64 
44.71 079 
075 
all funds ••••••••••••••••••• 
Prepares for the opening and 
closing of school ••••••••••• 
Prepares questionnaires, 
bulletins, notices, minutes 
of meetings, and bulletin 
board••••••••••••••••••••••• (concluded on next page) 
34.12 44.60 
5.89 
10.60 
15.29 
21.28 
Table ~9. (concluded) 
1 
0 2 Confers with salesmen and 
business agents••••••••••••• 32.94 60.00 7.06 
074 Plans and uses definite 
schedule of daily activities 
including. conferences with 
superiors and teachers •••••• 30.59 30.59 38.82 
G81 Gives information upon 
request to patrons and 
25.88 citizens•••••••••••••••••••• 63.53 10.59 
078 Administers first aid ••••••• 24.71 55.29 20.00 
080 Conducts visitors through 
school•••••••••••••••••••••• 20.00 63.53 16.47 
077 Organizes Fire and Civilian 
Defense Drills •••••••••••••• 20.00 70.59 9,.41 
The 'per cent responses on duties and. responsibilities 
difficult to perform ~aried from 55.30 per cent directing 
the routine office management, to 20.00 per cent conducting 
visitors through school ~nd organizing Fire arid Civilian 
Defense Drills. Collecting and accounting for all funds was 
considered difficult to perform by 51.76_ per cent of the 
principals who rated the activity. Considered not difficult 
to per:rorm according to responses varied from 70.59 per cent 
organizing Fire and Civilian Defense drills, to 30.59 per cent 
planning and using definite schedule of daily activities 
including conferences w~th superiors and teachers. · Non- . 
responses to activities not performed by principals ranged 
from 38.82 per cent planning and using daily schedule of 
"' .... ';
.( .. , 
daily activities including conferences with superiors and 
teachers, to 5.89 per cent directing the routine office 
management. 
Responses to Difficulty of Performance in Administering 
of School Plant, Equipment, and Instructional Materials.--
The frequency of responses in per cent of the duties and 
responsibilities concerning Administering of School P.lant, 
Equipment, and Instructional Materials as· shown in Table 20. 
Table 20. Duties and Responsibilities Principals 
Perform for Difficulty Pertaining to 
Administering School Plant, Equipment, 
and Insti"Uctianal Materials, Arranged 
According to Percentage of Responses 
to Trichotomized Degrees 
Duties and Responsibilities Percentages of Trichotomized 
089 
086 
090 
Provides plan and performs 
activities necessary for 
estimating, storing and 
distributing, recording and 
accounting for equipment, 
supplies, and textbooks •••• 
Determines and observes the 
practice of safe and 
healthful behavior by all 
pupils in lunchroom, · 
toilets, playground and 
gymnasium •••••••••••••••• .•• 
Secures the repair and 
replacement of facilities 
and equipment•••••••••••••• 
Evaluates the physical and 
instructional efficiency of 
the plant permitting an 
environment which is 
sanitary and safe •••••••••• 
(concluded on next page) 
Responses 
Not 
Difficult Difficult 
l2} l3) 
38.82 
55.30 39.49 
47.06 36.47 
45.8.8 
No 
Response 
_l41 
4.71 
5.21 
17/06 
Table 20. (concluded) 
Duties and Responsibilities 
ll) 
Ots4 Develops and uses criteria 
for selecting, evaluating, 
and controlling equipment, 
supplies, and textbooks •••• 
088 Provides plan for pr9-
tection of school . plant 
from damage and defacement, 
and care of equipment, 
supplies, and textbooks •••• 
085 Supervises the operation 
and maintenance of the 
087 
school plant ••••••••••••••• 
Studies with staff new 
trends and practices in 
equipment, supplies, and 
textbooks•••••••••••••••••• 
091 Assists administration in 
planning new buildings and 
additions•••••••••••••••••• 
Percentages of Trichotomized 
Responses 
Not 
Difficult Difficult 
12) l3) 
43.53 
35.30 
32.94~ 48.24 
51.76 
18.82 
No 
Response 
{ 4J 
18.82 
18.82 
17.65 
65.88 
The per cent responses on duties and responsibilities 
diffieult to perform varied from 56.47 per cent providing 
plan for storing and distributing, recording and accounting 
for equipment, supplies, and textbooks to 15.30 per cent 
assisting administration in planning new buildings and 
additions. Determining. and observing the practice of safe 
,_ 
and healtht'ul behavior by all pupils in lunchroom, toilets, 
playground, and gymnasium was considered difficult to perform 
by 55.30 per cent of the responses given by principals. 
Considered not difficult to perform according to responses 
varied .from 51.76 per cent studying with sta.f.f new trends and 
practices in equipment, supplies, and textbooks, to 18.82 per 
cent assisting administrB-:tion in planning new buildings and 
additions. Non-responses to activiUes not performed by 
principals ranged .from 65.88 per cent assisting administration 
in planning new buildings and additions to 4.71 per cent 
providing plan and performing activities necessary .for 
estimating, storing and distributing, recording and accountir.g 
.for equipment, supplies, and textbooks, and determines and 
observes the practice of sa:f'e and health:f'ul behavior by all 
pupils in lunchroom, toilets, playground and gymnasium. 
Responses to Difficulty of Performance in School and 
Community.-- The frequency of responses 'in per cents of the 
16 duties and responsibilities concerning School and Community 
are shown in Tab.le 21. 
Table 21. Duties and Responsibilities Principals 
Perform for Di:f':f'iculty Pertaining to 
School and Community; Arranged According 
to Percentage o:f' Responses to Trichotomized 
Degrees 
c suppor n 
are trying to 
do••••••••••••••••••••••••• 
093 Helps staff members survey 
and study pup i1 s home. and 
community background ••••••• 
(concluded on next page) 
24.71 
32.94 24.71 
1.03 
Table 21. (concluded) 
Duties and Responsibilities 
CJ.J 
095 Encourages the use o:r pupil 
excursions and .field trips •• 
098 Promotes and contributes to 
parent-teachers' . . .. 
association activities ••••• 
101 Encourages parents to visit 
schools ••••••••••.••••••••••• 
100 Participates in community 
a.ffairs ••••••••••••••••••••• 
107 Supports teachers against 
unjust community restric-
tions and criticism ••••••••• 
096 Cooperates with civic 
o.fficials, community 
librar ies, playground, and 
health service ••••••••••••• 
094 Organizes school activities 
tor community service ••••••• 
092 Utilizes community resources 
· and agencies .for curriculum 
development ••••••••••••••••• 
097 Evaluates with sta.ff members 
resources available tor 
school utilization •••••••••• 
099 Encourages continuous use of 
plant .facilities~••••••••••• 
106 Provides and executes plan 
o:f public relatloAs program. 
104 Makes speaking engagements 
regarding school •••••••••••• 
105 Directs adult-sppnsored 
organizations .for pupils •••• 
102 Organizes and advises 
community coordinating 
council on Which sta:r:r 
members serve ••••••••••••••• 
Percell tage s o:r Trichotomized 
Responses 
Not No 
IDi.f.fi1~ul t IDi.f.ficul t IRe sp ons e 
l2) T3J U!J 
40,.00 
40 .• 00 
38 .• 82 
37 .. 65 
32 .. 94 
31 .. 77 
29 .. 41 
28 •• 21{ 
22 • .35 
21 •. 18 
20 •. 00 
10 •. 59 
7.06 
51.76 
43.53 
55.29 
40.00 
41.17 
58.82 
35.29 
34.12 
50.51 
45.89 
41.17 
25.89 
8.24 
16.47 
5.89 
22.35 
21.18 
8.24 
32.94 
36.47 
21.19 
31.76 
37.65 
54.11 
75.24 
83.5.3 
3-4. 
==============================================~~=-~~~=--==-=-=-====~!~-~~-
The per cent responses on duties and responsibilities 
difficult to perform varied from 43.52 per cent enlisting 
1 public support in what schools are trying to do, to 7.06 per 
11 cent organizing and advising community coordinating council on 
I 
which staff members serve. Considered not difficult to perform 
j according to responses varied from 58.82 per cent cooperating 
l with civic officials, community libraries, playground, and 
health services to 14.17 per cent directing adult-sponsored 
II organizations for pupils, which was also an activity not 
II performed by 75.24 per cent of the principals. Ranked low 
I among activities not performed was encouraging 
I excursions and field trips with 8.24 per cent. 
use of pupil 
I 
I 
I 
Responses to Difficulty of Performance in Personal 
I Professional Growth.-- The frequency of responses in per cents 
j of the eight duties and responsibilities concerning Personal 
I Professional Growth are shown in Table 22. 
Table 22. Duties and Responsibilities Principals 
Perform for Difficulty Pertaining to 
Personal Professional Growth, Arranged 
According to Percentage of Responses 
to Trichotomized Degrees 
Duties and Responsibilities Percentages of Trichotomized 
Res_12onses 
Not No 
Difficult Difficult Res_Qonse 
{1} {2J {3) _{4) 
108 Attends workshops, 
institutes, conferences, 
and other professional 
meetings••••••••••••••••• 44.53 46.06 9.41 
(concluded on next page) 
Table 22. (concluded) 
109 
115 
110 
oes p anne ndepen en 
study, research, or 
advances study for 
professional growth ••••••• 
Assists in organizing or 
conducting conferences 
and proressional meetings 
Visits, observes and 
evaluates outstanding 
school systems•••••••••••• 
Serves on national, state, 
district, and local 
professional committees ••• 
112 Writes for professional 
journals, magazines, ... 
newspapers, radio, and 
television •••••••• .•••••••• 
113 Holda ofrice in profes-
sional organizations •••••• 
114 Obtains evaluation of his 
competence from teachers •• 
38.82 
25.88 
22.35 
20.00 
28.87 
37.65 
38.83 
41.76 
11.76 
20.41 
24.71 
32.31 
36.47 
38.82 
38.24 
72.94 
64.29 
65.88 
The per cent responses on duties and responsibilities 
di~ricult to perform varied from 44.53 per cent attending 
workshops, to 9.41 per cent obtaining evaluation of his 
competence by teachers. Considered not difficult to perform 
according to responses varied from 46.06 per cent attending 
workshops, institutes, conferences, and other professional 
meetings, to 11.76 per cent writing for professional journals, 
magazines, newspapers, radio, and television, which was also 
an activity not performed by 72.94 per cent of the principals • 
.,. .. 
' 
Ranked low among activities not performed was 9.41 per cent 
attending workshops, institutes, conferences, and other 
professional meetings. 
Duties and responsibilities rated "very significant" for 
Importance compared with criterion Frequency of Performance.--
Comparisons with Frequency of Performar,.tce and duties and 
responsibilities rated "very significant" (See Table 4) have 
been made in Table 23. From this table it appears that 
elementary school principals perform frequently those 
activities which concern Administering Pupil Personnel and 
Special Services. 
Table 23. Comparison of Duties and Responsibilities 
Rated Differently at 1 Per Cent Level for 
Importance with Frequency of Participation 
According to Per Cent of Dichotomized Responses 
Duties and Responsibilities 
{ll 
078 Administers first aid ••••••• 
014 Plans social activities and 
entertainment of staff •••••• 
019 Helps teachers in guiding 
and reporting pupil progress 
029 Organizes and administers 
extra-curricular activities 
for pupils •••••••••••••••••• 
024 Plans registration periods 
for beginning children 
prior to and on opening day 
of school ••••••••••••••••••• 
007 Handles details in preparing 
and adjusting assignments, 
and teaching loads •••••••••• 
(concluded on next page) 
Frequency of Participation 
Percents 
Frequently Not Frequently 
121 (3) 
75.30 24.70 
14.12 
76.47 
51.77 
oo.oo 
18.24 
85.88 
23.53 
48.23 
100.00 
71.76 
Table 2J. (concluded) · 
on 
Fre 
Arranges for specialist 
services to treat 
individual problema of 
adjustment••••••••••••••••• 68.24 31.76 
004 Secures substitute teachers 31.77 68.23 
086 Secures the repair and 
replacement of facilities 
61.18 and equipment•••••••••••••• 38.82 
062 Confers with and counsels 
pupils with problems of 
personal and school Bo.oo adjustment••••••••••••••••• 20.00 
006 Encourages the professional 
improvement of teachers •••• 54.12 45.88 
Duties and responsibilities rated "very s;ignificani!' for 
Importance compared with criterion Difficulty of Performance.--
Table 24 shows the per cent of elementary school principals 
reporting the very significant duties and' responsibilities 
according to ratings of Importance (See Table 4) as being 
difficult to perform, not difficult to perform, and not 
performed. The highly important activities dealing wi~h pupil 
progress and counseling are considered difficult to perform 
by slightly more than half of the principals rating these 
items. Forty-nine per cent of the principals consider the 
activity associated with registering pupils as easy to perform, 
and fifty-five per cent reported administering first aid as 
easy to do. The activity that is not performed by the 
l' majority of principals is securing substitute teachers. 
II 
Table 24. Comparison of .Duties and Responsibilities 
Rated Differently at 1 Per Cent Level for 
Importance with Difficulty of Performance 
According to Per Cent of Trichotomized Responses 
11 Duties and Responsibilities Difficulty of Performance 
Percents 
II Not Not Difficult Difficult Performed ------~(~l~J------------~~=r.{2~)~~~~~{3~J~~~~{~4~)~--
I 078 Adminsters first aid... 24.71 55.29 20.00 014 Plans social activities 
I 
I 
II ol9 
II 
024 
I 
I 
007 
I' 
I o6o 
I 
I 
l oo4 
I 
086 
062 
006 
and entertainment of 
starr ••••••••.•.•.••.•• 
Helps teachers in 
guiding and reporting 
pupil progress ••••••••• 
Organizes and 
administers extra-
curricular activities 
for pupils ••••••••••••• 
Plans registration 
periods for beginning 
children prior to and 
on opening day of 
school••••••••••••••••• 
Handles details in pre-
paring and adjusting 
assignments, and 
teaching loads ••••••••• 
Arranges for specialist 
services to treat 
individual problems of 
adjustment ••••••••••••• 
Secures substitute 
teachers ••••••••••••••• 
Secures the repair and 
replacement of facili-
ties and equipment ••••• 
Confers with and 
counsels pupils with 
problems of' personal 
and school adjustment •• 
Encourages the profes-
sional improvement of 
teachers ••••••••••••••• 
18.82 
55.40 
28.24 
34.12 
47.06 
48.24 
10.59 
47.06 
56.47 
51.77 
35.20 
36.36 
37.64 
49.41 
32.94 
41.17 
24.71 
36.47 
35.29 
34.12 
45.98 
8.24 
34.12 
16.47 
20.00 
10.59 
64.70 
16.47 
8.24 
14.12 
II 
Duties and responsibilities rated "significant" for 
I1 Importance compared with criterion Frequency of Ferformance.--
!The comparison of "significant" activities (See Table 5) with 
criterion Frequency of Performance is shown in Table 25. , The 
majority of the duties and responsibilities considered 
! significant in the pupil personnel category is not performed 
frequently by the elementary school principals. Eighty-one 
per cent of the principals participate frequently in the 
!activity of helping teachers provide for individual differences 
jin pupils. In administering special services for the benefit 
l of the pupils, the majority of the principals reports 
lfrequency participation. 
Table 25. Comparison of Duties and Responsibilities 
Rated Differently at 5 Per Cent Level for 
Importance with Frequency of Performance 
According to Per Cent of Dichotomized Responses 
Duties and Responsibilities 
{1) 
1018 Makes decisions in elassifi-
1 cation and grouping of pupils 
1028 Encourages and practices 
visitations to homes •••••••• 
049 Helps teachers recognize and 
provide for individual 
differences in pupils ••••••• 
064 Contacts parents regarding 
pupils•••••••••••••••••••••• 
021 Initates and carries out 
study and evaluation of 
reporting pupil progress, 
classification and grouping, 
and teachers' marks ••••••••• 
(concluded on next page) 
Frequency of Participation 
Percents 
Fre_quently_ Not Frequently 
(2) {3) 
14.12 
24.71 
81.18 
84.71 
25.88 
85.88 
75.29 
18.82 
15.29 
74.12 
Table 25·. (concluded) 
Duties and Responsibilities 
065 
023 
058 
011 
Seeks to maintain good pupil-
principal relationships •••••• 
Handles orientation of enter-
ing and transfer pupils •••••• 
Develops with staff members 
ways of discovering aptitudes 
and adjustment problems 
through techniques like test-
ing, observation, records and 
reports, conferences, and 
case studies••••••••••••••••• 
Assists in formulation of 
salaries and salary schedule. 
082 Confers with salesmen and 
business agents •••••••••••••• 
069 Operates audio-visual 
equipment•••••••••••••••••••• 030 Plans, conducts and 
participates in assemblies ••• 
022 Plans for meeting needs of 
mentally retarded and gifted 
children••••••••••••••••••••• 
113 Holds office in professional 
organizations•••••••••••••••• 
Frequency of Participation 
Percents 
Frequently Not Freaueri~ 
l2} l3} 
94.12 5.88 
54.12 
2.33 
y 
70.59 
49.41 
68. 2br 
10.59 
23.53 
45.88 
97.65 
29.41 
50.59 
31.76 
89.41 
Duties and responsibilities rated"s.ignificant"for 
Importance compared with criterion Dif!!_culty of Performance.--
On the basis of responses to the criterion of Difficulty of 
Performance it appears in Table 26 that a little more than 
50 per cent of the principals in this st~dy consider such 
significant activities (See Table 5) as helping teachers 
recognize and provide for individual differences in pupils, 
developing with staff members ways of discovering aptitudes and 
141. 
adjustment problems, and planning for meeting needs of mentally 
!retarded and gifted children as being difficult to perform. 
lon the other hand, 60 per cent of the principals reporting 
lseemed to think that among the significant activities seeking 
Ito maintain good pupil-principal relationships, and conferring 
I 
ll with salesmen and business agents were easy to perform. 
II 
Seventy-six per cent of the principals did not participate in 
li the activity concerning formulation of salaries and salary 
I schedules. 
I 
Table 26. Comparison of Duties and Responsibilities 
Rated Differently at 5 Per Cent Level for 
Importance with Difficulty of Performance 
According to Per Cent of Trichotomized Responses 
!Duties and Responsibilities Difficulty of Performance 
Percent 
Difficult Not Not 
Difficult Perf'ormed 
(1) (2} (3} (4) 
018 Makes decisions in 
I classification and grouping of pupils •••••••• 44.53 29.59 25.88 
028 Encourages and practices 
visitations to homes •••••• 21.18 38.82 40.00 
049 Helps teachers recognize 
and provide for indi-
I vidual differences in 
pupils •••••••••••••••••••• 57.65 34.29 7.06 
064 Contacts parents regarding 
pupils•••••••••••••••••••• 44.71 49.40 5.89 
021 Initiates and carries out 
study and evaluation of 
reporting pupil progress, 
classification and group-
ing, and teachers ' marks. 43.53 21.18 35.29 
065 Seeks to maintain good 
pupil-principal relation-
ships •••••••••••••••••••• 32.94 64.71 2.35 
(concluded on next page) 
142 
143 
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Table 26. (concluded) 
es ormance 
0 0 
Difficult Difficult Performed 
an les orienta on o 
entering and transfer 
58.82 pupils•••••••••••••••••• 32.94 8.24 058 Develops with staff' 
members ways of discov-
ering aptitudes and 
adjustment problems 
through techniques like 
testing, observation, 
records and reports, 
conferences, and case 
studies ••••••••••••••••• 52.94 28.82 18.24 
011 Assists in formulation 
of' salaries and salary 
schedule •••••••••••••••• 17.65 5.87 76.48 
082 Confers with salesmen 
and business agents ••••• 32.94 60.00 7.06 
069 Operates audio-visual 
equipment ••••••••••••••• 10.59 48.23 41.18 
030 Plans, conducts and 
participates in 
assemblies •••••••••••••• 40.00 43.53 16.47 
022 Plans :ror meeting needs 
of mentally retarded and 
gifted children ••••••••• 57.65 23.53 18.82 
113 Holds office in 
professional organi-
zations ••••••••••••••••• 15.30 20.41 64.29 
3. Status and Progress of the Principals 
The third part of this chapter summarizes the personal and 
professional status of both supervising and teaching principals 
who participated in this study. It examihes the characteristics 
of principals serving the elementary schools within a 25 mile 
radius of Boston. While the discussion does not point out all 
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the comparisons, the reader is urged to make associations 
which have not been pointed out specifically. 
Sex, age, experience of principals.-- The present 
study, based on reports from 67 supervising principals and 18 
teaching principals Shows that 55 per cent were men and 45 
per cent were women. When viewed by population groups, the 
proportions of men and women were not significantly different. 
(See Table 27}. In communities under 5,000, seven in eight 
principals were men. Although not shown in the table, 
teaching principals were predominantly women, with 11 in 18 
principals being females. 
The principals in this study who made replies to the 
question of age, ranged from 1.0 per cent at age group 
26-30 to 1 per cent over age 65. Approximately 63 per cent 
of the principals' ages varied from 41 to 56 years old. 
The distribution of years in present principalahip 
showed an uneven spread. About 45 per cent of the teaching 
and supervising principals had one to five years in the 
positions they held, while 31 per cent had 15 to 20 or more 
years in their present jobs. The remaining 24 per cent 
ranged from six or seven years to ten to fourteen years in 
present placement. 
Table 27. Sex, Age, Experience of Supervising 
and Teaching Principals 
Principals Po_pp.la t ion Grou1 
50,000- 25,000- 15,000- 5,000- Under 
99_.~_999 49,999 24,999 14,999 5,000 
Item Number Number Number Number Number {1) (2) (3) (4J . 
_(5J. (6) 
Sex 
Men •••••••••• 22 5 8 5 7 
Women •••••••• 17 9 5 6 1 
Total •••••••• 39 14 13 11 8 
Age 
25 and under. 
26-30 •••••••• 1 
31-35 •••••••• 5 3 3 3 
36-40 •••••••• 5 2 1 1 
41-45 •••••••• 8 1 2 1 1 
46-50 •••••••• 8 7 4 3 1 
51-56 •••••••• 10 2 1 2 
56-60 •••••••• 5 1 
61·65 •••••••• 1 1 1 1 
Over 65 • ••••• 1 
Total Replies 38 11 14 10 8 
Years in 
Present 
Principal ships 
1 year •••••••• 2 3 1 2 
2 or 3 years •• 6 3 4 2 
4 or 5 years •• 6 1 2 1 1 
6 or 7 years •• 5 2 2 
8 or 9 years •• 2 2 1 
10 to 14 years 1 2 1 
15 to 19 years 8 6 
20 or more 
years ••••••••• 6 2 2 
Total Replies 36 13 11 10 6 
Total 
Group 
No. P.C. 
(7) {8) 
47 55 
38 45 
85 100 
1 1 
9 11 
9 11 
13 16 
23 28 
15 19 
6 8 
4 5 
1 1 
81 100 
8 11 
15 20 
11 14 
9 12 
5 7 
4 5 
14 18 
10 13 
76 100 
Organization, enrollment, and number of teachers. - - In the 
present study, as shown in Tables 28 and 29, the most frequent 
school organization under the direction of supervising princi-
pals included the grades kindergarten through sixth grade, 
(37.33 .per cent). The second highest in frequency included the 
grades from one through t h e sixth, (24 per cent). The schools 
:14r::: 
with seventh, eighth, and ninth grades in organization with the 
!elementary grades were found in the 50,000-99,999 population 
• l
1
group. Not shown in this table was the fact that elementary 
schools with ninth grades were found in cities with a population 
of over 50,000. Among teaching principals, school types of 
!K-IV, I-IV, K-V, were found to the extent of 61.10 per cent, 
lseven of the eighteen teaching principals reported administering 
schools organized according to the K-VI and I-VI types. These 
are located mainly in small communities. 
The schools under the supervision of 46.15 per cent of the 
principals in this study reported an enrollment between 400-
11.599 pupils. Enrollments between 600-799 were reported by 
11 29.33 per cent of the principals. Approximately 17 per cent 
' 
of the administrators reported enrolling between 200-399 
pupils. Fifty per cent of the teaching principals reported 
enrolling between 200-399 pupils with the other fifty per cent 
llhaving enrollments of under 200 pupils. One teaching principal, 
ll in a community of under 5,000 population, reported an enrollment 
!between 400-599 pupils. 
I Fifty-two per cent of schools directed by supervising 
!!principals had 10 to 19 teachers on their staff. Teaching 
principals had less than 10 teachers to direct. The second 
!highest in frequency was 36.92 per cent of the supervising 
principals who directed teaching staffs of between 20 and 29 
I teachers. 
Two separate schools were administered by 43.07 per cent 
I 
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or the 65 principals reporting. About six per cent reported 
administering over two buildings. 
Table ?8. Organization, Enrolt:Jrmnt and Number 
or Teachers in Schools Under 
Supervising Principals 
Item p ::>oula tiol: -Grotii:> 
[,?0, 000- 2.5,000- ~t,ooo- 1.5, 000- ' lUnder To~ aT 99,999 149,999 2 ~, 999 1£., 999 15,000 Group 
I 
I 
I 
,, 
iN umber !Number Number !Number INumoer INo. --y.-u. 
(1) ( 2) l3J l4J l5J l6} l7 {ts} 
Organization: 
K thru III •••• 1 1 1.33 
I thru III •••• 
K thru IV ••••• 1 1 1.33 
I thru IV ••••• 1 2 3 4.00 
K thru v •••••• 1 1 1 3 4.00 
I thru V •••••• 1 1 1.33 
K thru VI ••••• 16 8 1 3 28 37.33 
I thru VI ••••• 10 5 1 2 18 24.00 \ 
K thru VII •••• 2 2 2.66 
I thru VII •••• 
K thru VIII ••• 6 ., 1 7 ~~~33 Other ••••••••• 5 1 3 2 11 .67 
Total Replies. 3ts 12 13 
Enrollment: 
6 0 [75 ~00% 
Under 200 ••••• 
200-399, •••••• 3 2 4 2 11 17. 
400-599 ••••••• 16 5 7 2 30 ' 46. 
600-799 ••••••• 11 4 2 2 19 ~9. 
800-999 ••••••• 2 1 3 ~ 1000 and over. 1 1 2 
Total Replies 33 10 11 · 6 .5 16.5 11.00% 
Number of 
Teachers: 
Less than 10 •• 2 2 3 
10-19 ••••••••• lLb ~ 9 3 4 34 ~2 20-29 ••••••••• 15 2 1 1 24 f37 
30-39 ••••••••• 2 1 3 ~ 40 and over ••• 2 2 
Total Replies. 33 10 11 6 .5 16.5 ~00% 
Number of 
Schools: ~1 1 ••••••••••••• 14 3 7 6 3 l33 
2 ••••••••• .•••• 15 7 3 3 ~8 ~3 
Over 2 •••••••• 3 1 -£. 6 
Total Replies. 32 10 11 6 7:i r:>S 00% 
- -
.• 
I 
I 
II 
'I 
I 
I 
I 
I 
I 
I 
II 
Table 29. Organization, Enrollment and Number 
of Teachers in Schools Under 
Teaching Principals 
Item Population Group 
50,000- 25,000- 15,000- 5,000- Under 
99~999 49,999 24,999 14,999 5~000 
Number Number Number Number Number 
(1) (2) (3) (4) (5J (61 
Organization: 
X thru IV ••••• 1 2 1 
I thru IV ••••• 3 2 
K thru v •••••• 2 
I thru v •••••• 
K thru VI ••••• 3 
I thru VI ••••• 1 3 
K thru VII •••• 
Total Replies. 4 5 2 4 3 
Enrollment: 
Under 200 ••••• 2 4 3 
200-399 ••••••• 2 1 2 1 2 
400-599 ••••••• 1 
Total Replies. 4 5 2 4 3 
Seecial rooms.w- The nature and number of special 
Total 
Group 
No. P.C. 
(7) <81 
4 22 
5 28 
2 11 
3 17 
4 22 
18 100% 
9 50 
8 44 
1 6 
18 100% 
I rooms are listed in Table 30. It is worth noting that the 
five types of special rooms {1) administrative suite, (2) 
health, (3) library, (4) auditorium, (5} lunchroom, were 
reported by a majority of the principals. However, since 
new buildings have been built in recent years, the elementary 
school plant continues to have special facilities needed to 
meet certain educational needs. 
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Table 30. Special Rooms in Schools Under 
Supervising and Teaching Principals 
Type o"£ Room 
{1) 
Auditorium••••••••••••••••••••••••••••••• 
Lunchroom ••• ••••••••••••••••••••••••••••• 
Music Room ••••••••••••••••••••••••••••••• 
Health Room •••••••••••••••••••••••••••••• 
Administrative Suite••••••••••••••••••••• 
Gymnasium. •••• •••••••••••••••••••••••••••.• 
Home Economics Room •••••••••••••••••••••.•. 
Combination (all purpose room) ••••••••••• 
Combination (gymnasium-auditorium) ••••••• 
Manual Arts Room••••••••••••••••••••••••• 
Science Room••••••••••••••••••••••••••••• 
Library • ••••••••••••••••••.••••.••.•.•.•• • 
Play or Game Room•••••••••••••••••••••••• 
Percent Renortin~ 
121 
51 
27 
13 
61 
54 
14 
13 
14 
15 
20 
9 
33 
21 
Personnel resources.-- In this study, 47 per cent of the 
1i 79 p~incipals reported having no assistant principal or head 
teacher as shown in Table 31. Thirty-two per cent reported 
I! they have an assistant ror part-time work. The fUll time 
assistant principals were found in the larger cities. Many 
elementary schools have personnel designated as "assistant 
prihcipal" or "head teacher" who take charge o"£ the buildings 
I when the principals are away. The assistant gives most of his 
I time to his teaching duties with certain tasks of an 
administrative nature assigned to him. 
Although it is recognized among the principals that a 
paramount need is the school secretary, 69.5 per cent of the 
82 principals reported having no clerical assistance as 
indicated in Table 31. The principals' reports showed that 
11 per cent had some clerical assistance, while 19.5 per cent 
rl had f'ull-time clerical assistance. 
I
. Although not shown in the table, in schools under super-
vising and teaching principals, 5o percent of the total 85 
cooperating reported one full-time janitor; 30 percent had two 
full-time persons; 5 percent had three full-time persons; l 
percent had four full-time persons; lL~ percent had various 
combinations of janitors and assistants. 
Table 3:t. Personnel Resources Available to 
Supervising and Teaching Principals 
Types of 
Personnel 
llJ 
Ass1stant 
Principal or 
Head Teacher: 
None ••••••• , •• 
l part-time ••• 
2 part-time ••• 
l full-time ••• 
2 full-time ••• 
Other 
Total Replies. 
School 
Secretaries: 
None •••••••••• 
l part-time ••• 
2 part-time ••• 
1 full-time ••• 
2 full-time ••• 
Total Replies. 
Popu1at1on 
Group 
i50,ooo- 2~,ooo- il,?,ooo- ~,? .. ooo-99~__999 i49,999 124,999 14,999 
Number Number Nump~r ~umber 
l2J (3) (4) (5) 
ll 
14 
6 
4 
l 
1 
24 
2 
12 
6 
3 
3 
11 
1 
1 
13 
6 
4 
2 
7 
5 
l 
13 
6 
3 
7 
1 
2 
10 
Under 
5,000 
N:wnber 
(6) 
8 
1 
8 
l 
9 
Total 
Group 
No. P.c. 
(7) (t:S) 
37 47 
25 32 
lt ~ 
l 1 
1 l 
79 100% 
57 69.5 
9 ll 
16 19.5 
!j2 100% 
Special services personnel available.-- To an increasing 
extent school systems have employed doctors, nurses, and 
other special services personnel available to principals. 
Very few schools had personnel assigned full time. Table 3.2 
j 
'I I 
I 
'I 
l\ I 
I 
)! 
I 
I 
II 
indicates the proportion of principals reporting that certain 
' types of services were available to their schools. 
I' 
Table 32. Types of Special Services 
Personnel Available to 
Elementary School Principals 
in 28 School Systems 
Type 
111 
Nurse ••••••••••••••••••• 
Special Teachers •••••••• 
Librarian••••••••••••••• 
School Psychologist ••••• 
School Psychiatrist ••••• 
Speech Correctionist •••• 
Special Supervisors ••••• 
School Doctor ••••••••••• 
School Dentist •••••••••• 
Attendance Supervisor ••• 
General Supervisor •••••• 
Service Clinic •••••••••• 
Audio-Visual Director ••• 
Social Worker ••••••••••• 
Guiding Director •••••••• 
Visiting Teacher •• .- ••••• 
Percent Reporting 
12) 
93 
75 
14 
28 
14 
28 
75 
78 
82 
61 
25 
11 
39 
7 
36 
11 
Professional preparation.•- One of the primary purposes 
of the identification data was to obtain the information on 
the preparation the principals had for the profession. 
There were two measures received: (a) types of degrees 
held, and (b) types of professional courses studied by 
principals in higher institutions with the degree of value 
attached to the courses. 
Table 33. Types or Academic Degrees 
Held by Supervising and 
Teaching Principals 
Type of Degree Number Number 
Supervising Teaching 
fl) {2) {3) 
Bachelors: 
A.B •••••••••• 13 4 
B.S. • ••••• • • • 7 
B.S. in Ed ••• 33 9 
Others ••••••• 2 
Total Replies 55 13 
Masters:: 
A.M •••••••••• 3 
M.S ••••••• •. • 1 
Ed.M••••••••• 43 7 
Total Replies 47 7 
Doctors: 
Ph.D ••••••••• 
Ed.D ••••••••• 2 
Others ........ 1 
Total Replies 3 
Certificate: 2 2 
No direct comparisons can be made on degrees because of the 
11 incompleteness of replies. The master's degree was reported by 
163.5 per cent of the prihcipals. The doctor's degree was 
reported by 3 per cent of the participants. 
Professional courses.-- The general nature of the 
courses that had been studied by principals, with the per cent 
of principals reporting, and direct values attached to each 
expressed in per cent of the principals reporting, are listed 
in Table 34. The 85 principals did not answer all inquiries, 
but only one course was added to the original list. Most of the 
types of professional courses were of considerable value to the 
principals. On the basis or these replies, it was hoped that 
trends in training programs might be uncovered. 
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Table 34· Types o~ Pro~essional Courses Studied 
by Elementary School Principals in 
Higher Institutions and Degree o~ 
Value Attached to Courses 
Type 
ll.) 
Elementary School 
Curriculum •••••••••• 
Child Growth and 
Development ••••••••• 
Community Resources. 
Philosophy o~ · 
Education ••••••••••• 
Pro~essional 
Relationships ••• ~ ••• 
Development o~ 
American Education •• 
Principles o~ School 
AQministration •••••• 
Organization and 
Administration o~ 
Elen1enta.ry School ••• 
Comparative and 
International 
Education ••••••••••• 
Municipal Adminis-
tration in Relation 
to Public Education. 
State and Federal 
School Laws ••••••••• 
Methods o~ Teaching. 
Evaluation Processes 
.Educational 
Psychology •••••••••• 
Educational 
Measurements •••••••• 
Educational 
Statistics •••••••••• 
Percent 
Reporting 
-~2) . 
93 
86 
32 
76 
26 
53 
79 
73 
11 
12 
29 
78 
38 
87 
80 
33 
(concluded on next page) 
Value {Percent Reportj.ngJ 
Consider- Some Little No 
able Qp_inion 
.\3) J.4J t5J . \b) 
78 16 6 
82 
63 
55 
73 
33 
76 
74 
33 
50 
40 
71 
63 
55 
54 
39 
16 
33 
40 
27 
13 
18 
13 
44 11 
1 
40 10 
50 10 
17 
37 
38 
31 1 
36 18 
2 
5 
54 
6 
13 
12 
12 
7 
4 
7 
jTable 34. (concluded) 
I 
Type Percent Value ~ Percer t Reportin~) 
rteporting Consider- Some Little No 
able bPinion 
ll J (2) (3) (4) (51 \6} 
Mental Hygiene ••••••• 67 70 25 5 
Principles of 
Supervision •••••••••• 64 74 22 l 3 
Democratic Leadership 15 77 23 
Principles of 
Personnel Admini-
str ation ••••••••••••• 27 65 31 4 
Ethics of the 
Profession •••••• ~ •••• 33 57 25 7 1 
Principles and 
Procedures of 
Guidance ••••••••••••• 40 55 41 4 
Current Developments 
in Education ••••••••• 32 74 26 
InterneshiP•••••••••• 16 
Salaries received in 1954-1955.•- Principals partici-
pating in the present investigation were asked to report on 
l their 1954-1955 salaries as principals. For the entire 
!group of principals, 57.5 per cent received salaries 
!between $5,000.00 and $6,199.00. When supervising principals 
were compared with teaching principals in the same population 
groups, the salaries of the supervising principals were 
!higher by a substantial amount. The salaries of teaching 
j principals were lower in small communities. 
1~4 
II Table 35. Salaries Received by Supervising 
I 
and Teaching Principals in 1954-1955 
Number of prihcipals in each )Opulation group 
I 50,000- 25,000- 15,000- 5,000• Under otal Group 
99,_999 49,999 24,999 14,999 5,000 
Number Number Number Number Number No. Percent 
(1) {2) (3) _(4} (5) (6J l7 J {8l 
Principals' 
Salaries: 
Under $3,000 
$3,000-$3,999 1 1 1 
3,400 ... 3,799 1 1 1 
3,800-4,199 4 4 8 9.5 
4,200-4,599 1 2 1 1 5 6 
4,600-4,999 2 2 2 6 7 
5,000 ... 5,399 5 8 5 2 20 24 
5,400-5,799 12 2 4 1 19 22.5 
5,800•6,199 6 3 9 11 
II 
6,200-6,599 4 4 5 
6,600-6,999 5 5 6 
II 7 I 000 ... 7' 399 4 4 5 
8,000 and 
. 
1 
over •••••••• 2 2 2 
Total Replies 39 13 13 11 8 84 100 
I Total hours on the job.-- On the average, the supervising 
ll principals cooperating in submitting information in the present 
lstudy, spent about eight hours at school each day. Twenty-two 
1per cent of the 63 supervising principals reporting managed to 
'finish the school day in seven hours; 35 per cent required 
!I eight hours; 22 per cent reported nine hours; 10 per cent 
I 
reported ten hours; 6 per cent reported eleven hours. 
Eighteen teaching principals reported an aVcerage of 7.5 hours 
spent at school each day. 
When the total hours of weekly work were tallied, the 
1supervising principals reported working on the average 46 hours 
per week. Teaching principals spent about 41 hours per week 
at school. The report of principals in this investigation 
-11'---= --------- ===- ~========~==~~===== 
was that regardless of school population all principals, on 
the whole, put in about the same number of hours in their 
plants. 
Distribution of time.-- When requested to answer how they 
distributed their school time in performing each major function, 
supervising pr~ncipals and teaching principals revealed the 
approximate per cent of total time allotted as indicated in 
Table 36. From Table )6 it may be seen that most supervising 
principals spend between five and nineteen per cent of their 
time even.ly distributed among five of the major functions. 
Time allotted to Instructional Leadership, Office Management, 
and Staff Personnel Leadership was about evenly distributed 
in number of cases between the 5-19 and 20-34 per cent groups. 
Teaching principals in the same areas required less time, and 
the number of cases was divided rather evenly among the eight 
major categories. 
Table 36. Average Percent of Time 
Given to Major Functions 
Type of Principal 
and Major Function 
{1) 
A. Supervising: 
Staff Personnel 
Leadership •••••••• 
Administering 
Pupil Personnel ••• 
Percent Group 
Less 5-19 20-3~- 35-49 50-65 5% 
(2) 
6 
2 
( 3) ( 4) 
37 
46 
30 
9 
(5) 
1 
2 
(6) 
1 
0 
(concluded on next page) 
65 Total 
or Replies 
more 
(7) 
1 
0 
(8) 
76 
59 
•===========================================~~====~-=--======~~== 
Table 36. (concluded) 
~e of: Principal Percent Gro5rc : 
and Major Function Less 5- 19 20- 34 ' 35-49 0-65 65 Total 
5% or Replies 
more 
{_l) (2 ) t3 } ( 4 ) \5} {6 ) {11_ J...Ql 
Instructional 
Leadership ••• •••• • • • · 2 27 26 2 0 1 58 
Special Services • • • • 1 43 11 2 1 0 58 
Ot:rice Management •• • 2 28 23 2 4 0 58 
Administering 
School Plant, 
Equipment , and 
Materials • • •••• •• ••• 3 41 12 0 1 0 57 
School and I .. Community •• •••• ••• •• 7 51 0 0 0 0 58 Personnel Prof:es-
sional Growth ••• • ••• 16 40 1 0 0 0 57 
B. Teaching : 
Star:r Personnel 
Leadership • • •••• • • • 3 2 3 1 0 1 10 
Administering 
Pupil Personnel • ••• 1 7 1 0 0 4 14 
Instructional 
Leadership ••• •• •• • • 5 2 1 0 2 3 13 
Administering 
8 !I Special Services •• • 1 0 0 0 13 
Or:t'ice Management • • 4 4 1 0 0 0 9 
Administering 
School Plant Equip-
ment, and Materials 7 5 1 0 0 0 13 
School and 
Community •••••••••• 5 ~- 1 0 0 0 10 
Personal Profes-
sional Growth •••••• 2 8 0 0 I 0 0 10 
Effective distribution o:t' time .-- Estimations of the 
recommended time alloted to each major :t'unction f or more 
effective per:t'ormance of the supervising principal are 
summarized in Table 37. Clearly, 34 principals would allot 
more time to Instructional Leadership than actually given this 
ru~ction, although the number or cases in the eompa~~ries . 
·~== 
Thirty-nine principals would give 5-19 per cent of t heir t i me 
to Office Management, with four denoting less than five per 
cent should ideally be allot ted to office routine, and seven 
reporting 20-34 per cent of time should be given to Office 
Hanagement. The number of' cases per per cent gr oup r emain 
approximately the same between actual ~nd ideal time allotted 
to School and Community and Personal Prof essional Growth 
functions. Teaching principals did not vary in actual and 
ideal time allotments al though ten teaching principals 
recom..mended that less than five per cent of their time should 
be devoted to Personal Professional Growth. 
Table 37. Percent of Principals ' T~me Recommended 
for Hore Ef'fecti ve Performance of 1'-la.jor 
Functions 
TJ:P.e of' Principal 
and 1.-1ajor Function Less Percent Gro5g 5- 19 20-3~. 35- 49 -65 65 Total 
5% or Replies 
more 
-
tl) - ~ -2J_ {3 ) . Jl.j.J ' \5) t6J t 7J l t:SJ 
A. superv~sing : 
Staf'f Personnel 
Leadership • •• •• ••• ~ 1 31 15 2 3 0 52 
Administering Pup! 
28 Personnel ••••••• • •• 0 21 0 1 0 50 
Instructional 
Leadership •••••• • • • 0 16 22 6 6 0 50 
Administering 
Special Service s • •• 4 39 7 0 0 0 50 
Of'f'ice Management • • 6 39 3 1 1 0 50 
Administering 
School Plant, .,, 
Equipment, and 
Mater ials ••• •• ••• • • 8 40 1 0 0 0 49 
School and 
Community • • • • •• •••• 6 44 2 0 0 0 52 
(concluded ·an next page) 
---
Table 37 · (concluded) 
Type o~ Principal p~tcef!f. GrouJ. 65 and Major Function Less 5-19 20- 3 -49 5 -65 Total 
5% or Replies 
more 
-l l) l 2J J3_) _L4l l.51 { 6_) \ 1) \tl ) 
Personal Pro~es-
sional Growth •• • •• • 3 44 1 0 0 0 l.j.8 
B, Teaching: 
Staff Personnel 
Leadership ••••••••• 3 2 3 1 0 1 10 
Administering Pupil 
Personnel • • •• • ••••• 0 7 2 0 0 1 10 
Instructional 
Leadership •• ••••• • • 1 2 4 0 2 0 9 
Administering 
Special Services ••• 4 ~ 1 0 0 0 9 Office Management • • 5 1 1 1 0 13 
Administering 
School Plant, 
Equipment, and 
Materials •••• •• • •• • 5 4 0 0 0 0 9 
School and Communit 5 4 1 0 0 0 10 
Personal Pro~es-
siona1 Growth • •• ••• 10 3 0 0 0 0 13 
Participants' comments concerning the rating scale .--
The number of comments made on duties and respons ibilities in 
the investigating instrument ra.nged f rom none to three . 
Forty-six supervising principal s and nine teaching principals 
made comments on t he inves t igating ins trument . The best 
general statement that can be made to describe these comments 
is that they substantiated the respons es in the rating scale . 
Because the comments contributed regarding the items in the 
rating scale made no material change in the construction of the 
final forms, they have not been discussed or listed. In 
addition to the comments on items presented in the principals ' 
• -
• 
form, the superintendents and teachers made very few 
statements on their forms. 
The important result of the analysis of all the comments 
seemed to be that no additional practices were suggested. 
This seemed to be an ipdi;cation that the rating scale contained 
all the duties and responsibilities of the elementary school 
principal. 
Summary 
!I 1. The results of the rating scale used by principals, 
gj 
superintendents and teachers were reported in Chapter IV. 
The rating scale of duties and responsibilities used by the 85 
elementary school principals consisted of 115 duties thought 
I to be performed by them. These judgments were recorded 
originally in terms of weighted ratings for three criteria, 
Frequency, Difficulty, and Importance. The 23 superintendents 
and 61 teachers rendered their judgments in terms of weighted 
,.ratings for one criterion, Importance. 
2. The data l-rere grouped according to the three groups 
for the criterion of Importance and for the elementary school 
teaching and supervising principals concerning the criteria 
Frequency and Difficulty. Identification data were developed 
regarding the personal and professional characteristics of 
principals, salaries paid, school enrollment and building 
facilities, personnel resources available to the principal, 
Y Appendix, P. 209. 
g/ Appendix, p. 220. 
and time distribution of the eight major functions of the 
principal ship. 
3. Item statistics were computed by IBM machines. Chi-
squares were calculated tor each item for the criterion of 
Importance as rated by the principals, the superintendents 
and teachers. Levels of significance were chosen and the items 
compared. These chi-squares were the.n presented in tabular 
form. To find the relationship bett.Jeen two variables with the 
data for one variable, or three variables for the data for one 
variable, a dichotomy and a trichotomy were made available for 
the criteria Frequency and Difficulty, as reported by the 
elementary school principals in terms of frequency of responses 
to each item. 
4. Statistical information is presented summarizing the 
personal and professional status of both supervising and 
teaching principals. 
5. The comments reported by the cooperating principals 
· in this study suggested no additional items tor the rating 
scale. This would seem to be significant in that it appeared 
to substantiate the validity of the rating scale in so far as 
the listing of duties and responsibilities was concerned. No 
changes were reconnnended by the superintendents and teachers 
participating in this present study. 
:1Rt 
CHAPTER V 
CONCLUSIONS AND RECOMMENDATIONS 
Purposes of this study.-- In this investigation the job 
analysis was the process of collecting and analyzing inform-
ation which provided an understanding of the cha.raeteristics., 
duties and responsibilities of the elementary school principal 
in eastern Massachusetts. 
The purposes motivating this study were: 
1. To help the persons in teacher-education institutions 
who are responsible for developing courses in 
administration of the elementary school~ · 
2. To provide a list of duties and responsibilities by 
which elementary school principals might more 
effectively evaluate their own activities. 
3. To obtain an accurate information as possible of the 
value of certain characteristics of the elementary 
school principalship through the -us·e of sample data. 
4. To discover what values are assigned the 115 duties 
and responsibilities by the representative principals., 
superintendents., and teachers as to their r 'elative 
importance. 
5. To help authorities improve the selection Of 
candidates for employment by using the job analysis 
data. 
6. To acquaint school authorities with the character-
istics of the elementary school principalship which 
are clearly defined in the inquiry form. 
7. To provide a frame-work for viewing promotions within 
a system by establishing definite requirements for 
the principalship. 
8. To provide a basis for scientific guidance of students 
in higher institutions. 
9. To list the duties and responsibilities- thus · 
distinctly stating the line of authority for an 
elementary school principal. 
Limitations of this study.-- Several aspects· of the 
results of this study will be of concern to the -readers, or 
to the persons who use the instrwnent. The validity of the 
choice of duties and responsibilities set up to represent 
modern elementary school activities is limited by the ability 
of the author to interpret the literature of the elementary 
school principalship and its practical applications. Further-
more, since the presence of a duty and responsibility was 
subjectively ascertained, there may be no objective method of 
assessing it, for it may be an activity which has eluded 
understanding and measurement. 
Another limitation is that inherent in the investigating 
instrument. Although sample members were requested to perform 
certain functions which would concern them in their specific 
school situation, such performance was poorly accomplished by 
======================================================-============~!~~-----
some individuals. It is not presumed that the inquiry form 
· used included every function and characteristic deemed important 
in elementary school administration, nor the mechanics of the 
instrument to be perfect. 
Further limitations are due to the types of error in 
investigation by random sample. The data as reported by the 
·cooperating respondents are no more reliable than the judgment 
of the people supplying them. The writer believes in the final 
' . 
results, but a display of exactness is not meant to be 
represented in this study. In viewing the final outcomes, 
the reader should not forget the originality of the material 
from which the outcomes come. There are certain types of 
error present in every study by sample. First, there are the 
random sampling errors which are a product of the process 
employed in obtaining the participants. Failure to have 
secured a response from 25 per cent of the elementary school 
principals, 18 per cent of the superintendents, and 10 per cent 
of the teachers mailed the inquiry form is to be considered a 
bias. The elements that go into the "non-response" have no 
chance of inclusion in the statistics of the sample. 
However, this is the smallest error found in data 
collected by sample. Errors also accumulate from the un-
reliability of respondents in interp:retation of the list of 
items, or on assigning weighted values to the items. Further 
errors come from inaccuracies such as careless entries, 
guessing, deliberate violations or instructions, or pure 
negligence on the part of the resp0ndent. 
On the basis of the numberical data obtained, with certain 
limitation, the probabilities are that they portray the 
characteristic about which an inference was desired concerning 
the elementary school principals studied, and in all probabili-
ty the samples are like the larger group for which an inference 
was obtained in this investigation. 
Conclusions.-- Within the limitations mentioned, and in 
terms of the criteria used in this investigation, the following 
conclusions may be drawn: 
1. The number of duties and responsibilities considered 
"very significant 11 and a real difference found in the 
ratings for Importance by the three groups of educators 
are those having to do with the following: 
a. Four duties and responsibilities in Staff 
Pe rs onne 1 L.e a de rship: 
{l) Plans social activities and entertainment of 
staff. 
{2) Handles details in preparing and adjusting 
assignments, and teaching loads. 
(3) Secures substitute teachers. 
(4) Encourages the professional improvement of 
teachers. 
b. Three duties and responsibilities in Administering 
Pupil Personnel: 
(1) Helps teachers in guiding and reporting pupil 
progress. 
(2) Organizes and administers extra-curricular 
activities for pupils. 
(3) Plans registration periods for beginning children 
prior to and on opening day of school. 
c. Two duties and responsibilities in Administering 
Special Services: 
(1) Arranges for specialist services t0 treat 
individual problems of adjustment. 
(2) Confers with and counsels pupils with problems 
of personal and school adjustment. 
d. One duty and responsibility in Office Management: 
(1) Administers first aid. 
e. One duty and responsibility in Administering of 
School Plant, Equipment, and Instructional Materials: 
(l) Secures the repair and replacement of facilities 
and equipment. 
2. According to the ratings of the principals, superin-
tendents, and teachers, the duties and responsibilities 
dealing with the following are considered "significant,' 
and the three classes of educators differ at this 
level of significance for Importance: 
a. One duty and responsibility in Staff Personnel 
Leadership: 
(1) Assists in formulation of salaries and 
salary schedule. 
b. Six duties and responsibilities in Administering 
Pupil Personnel: 
(1) Makesdecisions in classification and 
grouping of pupils. 
(2) Encourages and practices visitations to 
homes. 
(3) Initiates and carries out study and 
evaluation of reporting pupil progress, 
classification and grouping and teachers• 
marks. 
(4) Handles orientation of entering and transfer 
pupils. 
(5) Plans, conducts, and participates in 
assemblies. 
(6) Plans for meeting needs of mentally retarded 
and gifted children. 
c. One duty and responsibility in Instructional 
Leadership: 
(1) Helps teachers recognize and provide for 
individual differences in pupils. 
d. Four duties and responsibilities in Administering 
Special Services: 
(1) Contacts parents regarding pupils. 
(2) Seeks to maintain good pupil-principal 
relationships. 
(3) Develops with staff members ways of 
I :1J17 
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discovering aptitudes and adjustment problems 
through techniques like testing, observation, 
records and reports, conferences, and case 
studies. 
(4) Operates audio-visual equipment. 
e. One duty and responsibility in Of'fice Management: 
(1) Confers with salesmen and business agents. 
f'. One duty and responsibility in Personal 
Professional Growth: 
(1) Holds office in professional organizations. 
3. Out of the 25 duties and responsibilities rated 
--·-"-very significant" to "significant" by the educator~ 
and it had accordingly been concluded that a real 
difference had been found, 15 are directly 
connected with activities concerning the pupils. 
4. There seems to be no difference of statistical 
significance between the ratings made by principals, 
superintendents, and teachers :for Importance in 90 
of the activities concerned with Instructional 
Leadership, Office Management, Administering of 
School Plant, Equipment, and Instructional 
Materials, School and Community, and Personal 
Professional Growth. 
5. The duties and responsibilities considered most 
important by the principals are the following: 
a. Evaluates competence of individual teachers. 
b. Handles details in prepari~ and adjustin 
1_{.;8 
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assignments 1 and teaching loads. 
c. Helps teachers in guiding and reporting pupil 
progress. 
d. Maintains order and discipline in the school. 
•· Offers constructive help to teachers who r ecognize 
the need. 
f. Helps teachers recognize and provide for individual 
differences in pupils. 
g. Confers with and counsels pupils with problems of 
personal and school adjustment. 
h. Contacts parents regarding pupils. 
i. Seeks to maintain good pupil-principal 
relationships. 
j. Determines and observes the practice of safe and 
healthful behavior by all pupils in lunchroom1 
toileta 1 playground1 and gymnasium. 
k. Evaluates the physical and instructional efficiency 
of the plant permitting an environment which is 
sanitary and safe. 
6. The duties and responsibilities considered most 
important by the superintendents are: 
a. Provides plan for development of policies and 
procedures through staff organization. 
b. Helps improve cooperation and cordial relations 
among staff members. 
c. Makes it possible for pupil participation in 
school mana~ement and control. 
:1f;9 
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d. Maintains order and discipline in the schoo1. 
e. Offers constructive help to teachers who recognize 
the need. 
f. Develops and uses the group approach to the problems 
of improving instruction. 
g. Inspects and observes functions of teaching 
including classroom visitations. 
h. Coordinates use of resources for improvement of 
teaching. 
i. Attends to attendance work, including reports 
required, enforcement and interpretation of laws, and 
study of attendance problems. 
j. Develops with staff members ways of discovering 
aptitudes and adjustment problems through techniques 
like testing, observation, records and reports, 
conferences, and case studies. 
k. Seeks to maintain good pupil-principal relationships. 
1. Plans and uses definite schedule of daily activities 
including conferences with superiors and teachers. 
m. Provides plan for protection of school plant from 
damage and defacement, and care of equipment, 
supplies, and textbooks. 
n. Evaluates the physical and instructional efficiency 
of the plant permitting an environment which is 
sanitary and safe. 
o. Utilizes resources and agencies for curriculum 
develo ment. 
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P• Encourages the use of pupil excursions and 
field trips. 
q. Cooperates with civic officials, community 
libraries, playground, and health services. 
r. Evaluates with staff members resources available 
for school utilization. 
a. Encourages parents to visit schools. 
t. Attends workshops, institutes, conferences, and 
other professional meetings. 
u. Assists in organizing or conducting conferences and 
professional meetings. 
v. Does planned independent study, research, or 
advanced study for professional growth. 
7. The duties and responsibilities of the principal 
considered most important by teachers are as follows: 
a. Provides channels for consideration of teachers' 
complaints and requests. 
b. Maintains order and discipline in the school. 
c. Offers constructive help to teachers who recognize 
the need. 
d. Enforces local board of health rules pertaining to 
sick pupils and reporting contagious diseases. 
e. Provides plan for protection of school plant from 
damage and defacement, care of equipment, supplies, 
and textbooks. 
f. Determines and observes the practice of safe and 
healthful behaviour of all nun_i_ls in lunchroom 
171. 
toilets, playground and gymnasium. 
g. Cooperates with civic officials, community libraries, 
playground, and health services. 
h. Attends workshops, institutes, conferences, and 
other professional meetings. 
i. Assists in organizing or conducting conferences and 
professional meetings. 
a. Some of the duties and responsibilities rated least 
important by principals: 
a. Plans Social activities and entertainment of staff. 
b. Assists administration in selection, transfer, and 
dismissal of non-instructional staff. 
c. Encourages and practices visitations to homes. 
d. Collects and accounts for all funds. 
e. Confers with salesmen and business agents. 
f. Organizes and advises community coordinating council 
on which staff members serve. 
g. Holds office in professional organizations. 
9. Some of the duties and responsibilities performed by 
principals rated least important by superintendents: 
a. Secures substitute teachers. 
b. Plans social activities and entertainment of staff. 
e. Assists administration in selection, transfer, and 
dismissal of non-instructional staff. 
d. Helps to construct, adopt, and select tests or 
test items. 
1.72 
e. Operates audio-visual equipment. 
f. Administers first aid. 
g. Secures the repair and replacement of facilities 
and equipment. 
h. Organizes and advises community coordinating council 
on which staff members serve. 
i. Writes for professional journals, magazines, news-
papers, radio, and television. 
j. Obtains evaluation of his competence from teachers. 
10. Some of the duties and responsibilities performed by 
principals and considered least important by teachers 
are: 
a. Plans social activities and entertainment of staff. 
b. Encourages and practices visitations to homes. 
c. Organizes and administers extra-curricular activities 
for pupils. 
d. Operates audio-visual equipment. 
e. Administers first aid. 
f. Directs adult-sponsored organizations for pupils. 
g. Writes for professional journals, magazines, news-
papers, radio, and television. 
h. Holds office in professional organizations. 
i. Obtains evaluation of his competence from teachers. 
11. Those duties and responsibilities performed most 
frequently by principals in Staff Personnel Leadership 
are concerned with activities in human relationships. 
I 
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Many activities concerned with pupil personnel are 
performed by the principal with discipline leading 
the list. Instructional leadership is limited 
generally to offering help to teachers. Many 
activities in supervision are performed frequently 
according to the principals, and all of these were 
rated important by the educators. 
12. In connection with administering special services, 
the principal's functions were almost exclusively 
confined to the individual pupil. As a group, the 
principals in the present study believe that their 
general participation in office management is centered 
around directing the routine office work. 
13. The principal's activities pertaining to the plant is 
most extensive in supervising for safety and main-
tenance. Performed frequently by principals in the 
area of school and community are those activities 
concerned with parents and cooperating with community 
governmental officials. In duties and responsibilitie~ 
pertaining to personal professional growth, t~ 
principals are more frequently occupied with attending 
professional in-service meetings. 
14. The duties considered most difficult to perform by 
principals are those having to do with the following: 
evaluating competence of individual teachers, and with 
problems concerning the individual teacher in 
:174. 
personnel leadership. Not performed by many principals j 
are matters concerning salary and salary schedules. 
15. In administering pupil personnel, principals seem to 
consider meeting the needs of the exceptional child, 
and making decisions concerning pupil progress, 
classification, and grouping as difficult to perform. 
Approximately a little more than half of the principals 
reporting consider helping teachers tor ecognize and 
provide for individual differences in pupils as being 
difficult to do. 
16. Principals are of the opinion that in the matter of 
administering special services the following is 
difficult to do: conferring with individual pupils, 
and obtaining aid for the maladjusted cases. 
Practically all principals seem to consider office 
management routine easy to perform. Only two activitie 
in office management are rated difficult to do by a 
little more than half the principals reporting. 
Principals are of the same opinion in matters concern-
ing administration of school plant, equipment and 
instructional materials. 
17. Functions dealing with school and community are in the 
majority of the cases evenly divided by the principals 
as toodifficult, not difficult, and not performed 
categories. This seems to indicate that the 
principalh activities in school and community 
relationshi s should be increased i 
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with principles set up by the educational theorists. 
18. The principals reporting as to the relative di~~iculty 
o~ per~orming duties and responsibilities in personal 
pro~essional growth are evenly divided in matters o~ 
attending in-service meetings. It is noted that some 
activities as propounded by the theorists are not 
per~ormed by the majority o~ practioners such as 
pro~essional writing, holding o~~ice in pro~essional 
organizations, and obtaining evaluation o~ his 
competence ~rom teachers. 
1_9. On the basis o~ the identi~ication data presented the 
probabilities are that these characteristics o~ 
principals are "typical" o~ the group in eastern 
Massachusetts. 
Recommendations.-- The ~ollowing recommendations are 
~ormulated partly on the conclusions o~ this study and partly 
on t~e bibliographical research: 
1. A check ~or validity should be made through evaluations 
o~ the cooperating principals by their colleagues and 
supervisors. This can be accomplished by intensive 
interviewing and continuous observations by the 
participating educators. 
2. A ~urther study should be made to discover i~ there is 
any signi~icant relationship between the principal's 
rating o~ the activities and such personal and social 
~actors as age, educational background, years of 
experience, size of school, community size, number of 
teachers and pupils, grades, and salary. 
3. The study of the method of administration as employed 
by the principals could be of assistance in identify-
ing desirable practices and what constitutes success 
in the elementary school principalship. More informal 
methods of investigation are needed to obtain this 
information. 
4. Because the respondents to an inquiry form are under 
no obligation to make replies, a higher rate of 
response is obtained if the instrument is brief and 
explicit. The present instrument could be made into 
alternate forms. Information about the elementary 
school principals could be furnished with the shorter 
instrument on a random sample basis. 
5. To make a more adequate use of the sample results of 
this investigation, another sample could be drawn from 
the populations and the results of this particular 
sample compared with the present study. The measure-
ment of the closeness of agreement of two different 
but parallel sets of data would be of interest to all 
concerned with education. 
6. An exhaustive investigation of the completeness of the 
activities selected, and item construction would be 
beneficial to this job analysis. A set of judges 
could be asked to describe the major functions of the 
I 
I 
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elementary school principalship and then classify the 
items. 
7. It is suggested that another area to be explored in 
subsequent research is the choice of other criteria 
to be used in evaluating duties and responsibilities 
by elementary school principals. 
APPENDIX 
APPENDIX I 
Elementary Principal's Advisory Committee Meeting 
To: Elementary Principal's Advisory Committee 
Date: November 17, 19.54 · 
Place: Faculty Club, Boston University 
Attending: Lenore Rich, Phyllis Devine, Merle Sawyer, 
Phil Coakley, Ray Cook, Tom McFarlin, Charles 
Richter, Linwood Chase, Mark Murfin 
The meeting was opened with an expression of appreciation 
from Dean Chase for the cooperation of the invited group. 
Prof. Murfin reviewed the strategic position of the elementary 
school principal in the educational system and their potential 
for the improvement of education. The informal discussion of 
the group centered chiefly around these questions: 
1. What does the modern elementary principal do? 
2. What types of learning experiences do people need to 
become good elementary principals? 
3. How can the university better serve those in training 
for the elementary principalship? 
A. Internship. The organization of an internship training 
program was suggested to provide practical experience in 
the major functions of the elementary administrator 
including: 
1. Seeing and participating in human relations situations. 
a. Parents 
b. Teachers 
c. Children 
d. Supervisors 
e. Community and staff power structures. 
2. Scheduling and program making 
3. Grouping children 4. Budgeting and requisitioning 
.5. Inventorying equipment and supplies 
6. Office management 
a. Filing 
b. Cumulative records 
c. Correspondence 
7. First-aid 
8. Audio-visual 
9. Cafeteria 
10. Testing 
11. In-service curriculum leadership 
12. Teachers' meetings 
13. Special school programs 14. Appraisal and evaluation 
a. Staf'f 
b. Building 
c. Program of instruction 
d. Transportation 
1.5. Guidance of children 
16. Case studies 
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17. Experience in the classroom at all levels 
18. Interviewing 
19. Conducting meetings, conferences and workshops 
20. Orientation of new staff 
21. Student activities 
22. Work with special supervisors 
23. Studying community resources 24. uBefore-school-opens" planning 
B. Broad educational background and a wide reading program 
covering such areas as: 
1. Anthropology 
2. Sociology 
3. Psychology 4. History 
5. Literature 
6. Modern fiction 
7. Research 
c. Personnel Management including the understanding of: 
1. Techniques of group dynamics 
2. Appreciation of and use of leadership qualities and 
special potentialities of all staff members. 
3. Sensitiveness to staff morals 4. Democratic leadership 
D. Provision for "You '.Jere There" type of experiences 
1. Participation in or on the spot observation of 
community educational issues as: 
a. Handwriting debates 
b. Single sessions vs. double sessions 
c. Segregation 
d. School board budget meetings 
2. Participation in school surveys and field studies 
3. Participation in special projects, an ttAnalysis of 
School Failures." 
E/ Visitation, observation, and evaluation of outstanding 
school systems. 
1. Programs for gifted children, slow learner, etc. 
2. Visitation of well known and unusual schools 
3. Observation of pioneer ventures in elementary 
education 
F. Training in public speaking and in writing. 
lo Making P.T.A. and service club speeches 
2. Participation in weekly luncheon speeches and 
extemporaneous responses 
3. Writing magazine articles 4. Reporting school news to the press 
5. \vriting administrative or supervisory bulletins 
~--- ---
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6. Answering the critics 
G. A study of and participation in the methods and techniques 
of industry in morale building and personnel management 
problems. 
H. School law 
I. Seminar for internees 
J. Check-list of activities to help student to evaluate 
experiences and needs. 
K. Other major ideas set forth 
1. Recruitment, screening, and selection of 
individuals are major factors in a program of 
internship. 
2. The internee must have a place, a role to play, 
in the school. 
APPENDIX II 
Letter Sent to Superintendents Selected £or the Study 
BOSTON UNIVERSITY 
School of Education 
332 Bay State Road 
Boston 15, Massachusetts 
Mr. Richard Roe 
Superintendent of Schools 
Fairview Public Schools 
Fairview, :f\1as sachusetts 
Dear Mr. Roe: 
Will you kindly assist in a study involving a job 
analysis o£ elementary school pri ncipals o£ the public 
schools o£ eastern Massachusetts? Pretests show that 
it will take approximately 30 minutes of your time. 
You are one o£ thirty superintendents chosen by a 
process o£ random selection aimed at getting a rigid 
probability sample of superintendents throughout eastern 
Massachusetts to participate in this study. 
The data received will be treated as strictly con-
fidential and will be employed without identi£ication 
of individual participants or school system. 
In return £or your cooperation, which is urgently 
needed in order that the sample be truly representative 
of the area, I shall be pleased to send you the con-
clusions from the entire investigation. 
A self-addressed, st amped envelope is enclosed for 
the return of the completed form. 
Enclosure 
Cordially yours, 
Ado Commito 
Research Worker 
APPENDIX III 
Thank you letter Sent to Superintendents Selected for the 
Study 
BOSTON UNIVERSITY 
School of Education 
332 Bay State Road 
Boston 15, Massachusetts 
Mr. Richard Roe 
Superintendent of Schools 
Fairview Public Schools 
Fairview, Massachusetts 
Dear Iv.'tr. Roe: 
Thank you very much for sending me the list of teachers 
and principals in your school system. 
I shall appreciate it greatly if you will complete and 
return the enclosed. inquiry form. Pretests show that it will 
take approximately thirty minutes of your time to complete 
the form. Please check the appropriate place provided at 
the end of the instrument if you desire a summary of the 
study f'rom the entire sample of the population. 
A self-addressed, franked envelope is enclosed for the 
return of the completed form. Your assistance is most 
gratef'ully received. 
Enclosure 
Thankfully yours, 
Ado Commito 
Research Worker 
APPENDIX IV 
Letter Sent to Principals Selected for the Study 
BOSTON UNIVERSITY 
School of Education 
332 Bay State Road 
Boston 15, Massachusetts 
Mr. John Doe, Principal 
Fairview Elementary School 
Fairview, Massachusetts 
Dear Mr. Doe: 
Will you kindly assist in a study involving a job 
analysis of elementary school principals of the public 
schools of eastern Massachusetts? Pretests show that 
it will take approximately fifty minutes of your time. 
You are one of one-hundred principals chosen by a 
process of random selection aimed at getting a rigid 
probability sample of principals throughout eastern 
Massachusetts to participate in this study. 
The data received will be treated as strictly con-
fidential and will be employed without identification 
of individual participants or school system. 
In return for your cooperation, Which is urgently 
needed in order that the sample be truly ·representative 
of the area, I shall be pleased to send you the con-
clusions from the entire investigation. 
A self-addressed, stamped envelope is enclosed for 
the return of the completed form. 
Enclosure 
Cordially yours, 
Ado Cormnito 
Research Worker 
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APPENDIX V 
Letter Sent to Teachers Selected for the Study 
BOSTON UNIVERSITY 
School of Education 
332 Bay State Road 
Boston 1.5, Massachusetts 
Hiss Ann Coe, Teacher 
Center Elementary School 
Fairview, Massachusetts 
Dear Miss Coe: 
Will you kindly assist in a study inv·olving a job 
analysis of elementary school principals of the public 
schools of eastern Massachusetts? Pretests show that 
it will take approximately thirty minutes of your time. 
You are one of fifty teachers chosen by a process 
of random selection aimed at getting a rigid probability 
sample of teachers throughout eastern Massachusetts to 
participate in this study. 
The data received will be treated as strictly con-
fidential and will be employed without identification 
of individual participants or school syste:m. 
In return for your cooperation, which is urgently 
needed in order that the sample be truly representative 
of the area, I shall be pleased to send you the con-
clusions from the entire investigation. 
A self-addressed, stamped envelope is enclosed for 
the return of the completed form. 
Enclosure 
Cordially yours, 
Ado Commito 
Research 1N'orker 
I . APPENDIX VI 
Follow-up 
Letter Sent to Principals, Superintendents, and Teachers 
Selected for the Study 
I Centre School 
11 Everett, Mass. 
II 
IMr. Richard Roe . 
Superintendent of Schools 
11 Fairview Public Schools 
Fairview, 1-1assachusetts 
I Dear Mr. Roe: 
I 
I 
Recently I mailed to you a JOB ANALYSIS CHECKLIST, 
soliciting your cooperation. The results of these completed 
checklists will supply data for a research study of elementary 
! school principal's activities in our ax•ea.. And it is only 
from school people like you, working in the field, that we 
!I can secure the necessary information. 
1 I should like to have as nearly . 100% returns as possible 
II in order that the results may be meaningful and or statistical 
i mportance. THIS MEANS I REALLY NEED YOUR HELP. Since the 
random sample is very small, it is hopetd that it would bring 
the most complete returns. If, therefore, you have not already 
sent in your checklist, won't you do this for me within the 
next few days? Tryouts have indicated that it will take 
approximately thirty minutes to comple~e the forms. 
Thank youJ 
School Address: 
Boston University 
School of Education 
332 Bay State Road 
Boston 15, Massachusetts 
Cordially yours, 
Princips.l 
APPENDIX VII 
Copy of Instrument Used in The Pilot Study 
A JOB ANALYSIS TECHNIQUE APPLIED TO SELECTED ELEMENTARY 
PUBLIC SCHOOL ADMI NISTR.iiTORS IN NEW ENGLAND 
(Miss) 
(Mrs.) 
Your Name (Mr . ) Date 
----------------
School Address ___________________________ ~----------------------------
City _____________________________________ State ____________________ _ 
Your Official Title 
-------------------------------------------------------
Positions you have held prior t o present position. List mos t r ecent first. 
1 - -------------------------------------·~How l ong? ________________ _ 
2. ________________________________ ~------
Check Ccmmuni ty Po pula tic·n: 
Over 100,000 
==:so,ooo-99, 999 
25,000-49,999 
===15,ooe-24,999 
II II 
5, 000-14,999 
Under 5, 000 
Number of Schools Number of regulP.r classrooms 
----------- ------------------
Check Organizaticn of School: K thru VI K thru VIII I thru VI 
I thru VI I thru VITI Other 
CHECK Number cf Special Rooms: 
Auditorium Gymnasium 
--Lunchroom ---Home Ecc·nomt cs 
--Music Room --Combination 
--Health Room -(All purposG r oom) 
Manual Arts 
___,.Science 
-Library 
---Play or game r oom 
Check Total Enrolment: under 200 _ 200-399 _400-599 _600-799 
_800-999 1000 and over 
Indicate personnel r esources available 
Assistant Principal 
None 1 full time 
-1 part time-2.. full time 
---2 part time---Other 
by checking appropriate line : 
Schcol Secre taries 
.None 1 full time 
---1 part time ---2 full time 
=::2 part time Other 
Schocl Janitors 1 full time 2 full time Other 
Indicate Special Services Personnel available by writing F f or Full Time 
or P f or Part Time in appropriate line: 
Nurse Special Supervisors 
---Special Teachers ---School Doctor 
---Librarian Attendance Supervisor 
-School Psychol ogist ---General Supervisor 
-School Psychia trist - Audio-visual Direc tot" 
- -
School Dentist 
-Social Worker 
---Guidance Director 
---Service Clinic 
-Visiting Teacher 
-
Write in types of additional help needed and not listed above __________ __ 
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Indicate educational background by checking appropriate degrees: 
Bachelor's Master's Others Write in the number of hours 
A.B. A.M. Certificate beyond present degree if not 
---B.S. ---M.S. ---Ph. D. holding next degree: 
-B.S. in Ed. --Ed.M. -Ed.D. Beyond Bachelor's 
------------------
Beyond Master's __________________ __ 
"rite in Certification Data: Type ____ ~------~------Date __________________ ___ 
Indicate the salary you are 
3ppropriate line: 
now receiving in present position by checking 
Under $3000 
--3' 000-3, 399 
-3,400-3,799 
-3; 800-4' 199 
4,200-4,599 
4,600-4,999 
-5,000-5,399 
-.5,400-5,799 
-.5,8oa-6,199 
=6,200-6,599 
_6,6o0-6,999 
7,000-7,399 
_8,000 and over 
:ndica te to what age group 
.ppropria te line : 
you belong at your nearest birthday by checking 
25 and under 31-35 
=26-30 36-40 
61-65 
_over 6.5 
rite in number of years in present position ______________________________ _ 
'lease indicate the approximate number of hours spent on the job ~ day 
each week --------------------------~~ ~~~---------------------------------------
n Table I below check .the items as follows: 
1. Check in Column A any item you studied. 
2. Check in Column B any item you studied, and which you feel had 
value to you in your work experience .• 
TABLE I 
'1. B 
Elementary School Curriculum 
- Study of Child Growth and Development 
-Study of Community Resources · 
--- Philosophy of Educa tion 
--- Professional Relationships 
---Development of American Education 
- Principles of School Administration 
--- Organization and Administration of the Elementary School 
- Comparative and International Education 
--- Municipal Administration .in Relation to Public Education 
---State and Federal Laws Relating t o Elementary Educa tion 
-- Me thods of Teaching 
-Evaluation Processes 
---Educa tional Psychology 
-Educational Measurements 
Educational Statistics 
--- Mental Hygiene 
--- Principles of Effective Supervision 
--- Democratic Leadership 
- Fundamental Principles of Personnel Administration 
--- Ethics of the Profession 
--- Principles and Procedures of Guidance 
---Current Developments in the Educational Field = Interneship 
:tH8 
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DIRECTIONS 
1. Listed on the investigation form are 229 duties and responsibilities 
believed to. be performed by elementary-school principals in public 
schools. 
2. In making the ratings three criteria are to be used: FREQUENCY of 
performance; DIFFICULTY of the duty and responsibility in terms of 
securing desired outcomes; and IMPORTANCE of the duty and respon-
sibility • . In Column III you are to indicate CIRCUMSTANCES WHICH 
AFFECT YOUR JOB PERFORMANCE. 
3. The key to be used in the scale, and an example in making the rating, 
will be found on Page~ Next to this page is a guide which can be 
detached and used for the ratings. 
~. Procedure to be followed in MAKING THE RATINGS: 
First Carefully read the item befqre attempting to rate it. Rate 
only the duties ·and responsibilities actually performed on the job. 
Second Encircle the number in the FREQUENCY column ·which best 
describes the frequency with which the duty and responsibility is 
performed. 
Third Encircle the number in the DIFFICULTY column which best 
describes the difficulty of the rater in actually securing desired 
outcomes in your specific school situation. RATE ONLY DUTIES AND 
RESPONSIBILITIES FOR DIFFICULTY WHICH ARE ACTUALLY PERFORMED. 
Fourth Indicate by letter which, in your opinion, are the CIRCUM-
STANCES AFFECTING PERFORMANCE. This is not part of the rating 
scale, but an enumeration of factors which influence the perfor~ 
ance of the job. 
Fifth Encircle the number in the IMPORTANCE column which best 
describes the importance of the duty and responsibility. Even 
though a duty and responsibility is not performed, rate it if you 
feel qualified to do so. 
Please make ratings only for the duties ~ responsibilities which 
you actually perform, except for the criterion ·£! IMPORTANCE. 
The duties and responsibilities have been classified into eight 
major categories: . I STAFF PERSONNEL LEAbERSHIP, LI ADMINISTERING 
PUPIL PERSONNEL, III INSTRUCTIONAL LEADERSHIP, IV ADMINISTERING 
SPECIAL SERVICES, V OFFICE MANAGEMENT, VI ADMINISTERING SCHOOL 
PLANT EQUIPMENT AND MATERIALS, VII SCHOOL AND COMMUNITY, VIII 
PERSONAL PROFESSIONAL GROWTH. Indicate in the ·space provided on 
the last page the approximate per cent of time you Bpend :in each 
ef,·the cmajor categories, . and the per eent ·of time you recommend 
for more effective performance of each major unit. 
:1H9 
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KEY TO R.,'\. T INGS 
Encircle the number which best describes the duty and responsibility as 
performed by you as an elementary-school principal for FREQUENCY DIFFI-
CULTY AND IMPORTANCE. Indicate by letter CIRCUMSTANCES AFFECTING 
PERFORMANCE. (See Sample Rating below) 
FREQUENCY 
5 4 3 2 1 
5 Very frequently 
4 Frequently 
3 Occasionally 
2 Infrequently 
1 Not Per formed 
DIFFICULTY CIRCUMSTANCES AFFECTING 
P':;RFORMANCE 
5432lx ABCDEFGHIX 
5 Extreme A Central office policy 
4 Considerable P Budget - finance 
3 Moderately C Teacher training 
2 Some -----D-- Parent education 
1 Little or none E Pupil understanding 
x Not qualified F Time limitations 
to rate G Personal pref erence 
H Staff personnel 
I Facilities 
X Other, not lis ted 
Explanation for rating FREQUENCY of performance . 
IMPORTANCE 
54 3 2 1 
5 Extreme 
4 Considerable 
3 Mnderate 
2 S$me 
1 Little o"t 
none 
5 Very fr equently--a duty and responsibility performed once or more a week. 
4 Frequently--a duty and r esponsibility performed once or more in two weeks but 
not a s uften as once a week. 
3 Occasiona lly--a duty and r esponsibility performed once or more a month but 
not a s often as once in two weeks. 
2 Infrequently--a duty and responsibility performed once or twice a y~ar. 
1 Not performed--a duty and r esponsibility not performed personally in your 
position. 
Po not rate duties and responsibilities for DIFFICULTY if not performed. In 
espect to r a ting items for IMPORTANCE, even though the duty and responsibility 
·s not performed, the rater might make a rating if he attaches some degree of 
~portance to it. 
SAMPLE RATING 
STAFF PERSONNEL LEADERSHIP !FREQUENCY DIFFICULTY CIRCUMSTANCES AF- IMPORTANCE 
The principal: 
01 Assists in selection of 
qualified teachers. 
02 Consults with central 
offic€ on teacher's 
assignment and transfer 
problems. 
FECTING PERFORMANCE 
~ 4 C) 2 1 5 4 ) : (?_) lx A B C D@ F G H I X 5 4 G) 2 1 
543@~ 543@lxABCDEF@HIX5432~ 
3E OF GUIDE--Two copies of this page are included in this instrument. Remove 
one and use it as a guide in making your ratings. 
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KEY TO RATINGS 
Encircle the number which best describes the duty and responsibility as 
performed by you as an elementary-school principal for FREQUENCY DIFFI-
CULTY AND IMPORTANCE. Indieate by letter CIRCUMSTANCES AFFECTING 
PERFORMANCE. (See Sample Rating below) 
FREQUENCY 
.5 4 3 2 1 
5 Very frequently 
4 Frequently 
3 Occasionally 
2 Infrequently 
l Not Performed 
DIFFICULTY 
5432lx 
5 Extreme 
4 Considerable 
3 Moderately 
2 Some 
l Little or none 
x Not qualified 
to rate 
CIRCUMSTANCES AFFECTING 
F-:::RFORMANCE 
ABCDEFGHIX 
A Central office policy 
B Budget - finance 
C Teacher training 
D Parent education 
E Pupil understanding 
F Time limitations 
G Personal pref erence 
H Staff personnel 
I Facilities 
X Other , not lis ted 
Explana tion for rating FREQUENCY of performance . 
IMPORTANCE 
.5 4 3 2 1 
5 Extreme · 
4 Considerable 
3 Mnderate 
2 S~tme 
1 Little ot 
none 
5 Very fr equently-a duty and r esponsibility performed once or more a week. 
4 Frequently--a duty and r esponsibility performed once or more in two weeks but 
not as uften as once a week. 
3 Occasionally--a duty and r esponsibility performed once or more a month but 
not as often as once in two weeks. 
2 Infrequently--a duty and responsibility performed once or twice a y~ar. 
l Not performed--a duty and r esponsibility not performed personally in your 
position. 
)o not r a te duties and r esponsi bilities for DIFFICULTY if not performed. In 
~espect to r a ting items for IMPORTANCE, even though the duty and responsibility 
Ls not performed, the r a ter might make a r a ting if he attaches some degree of 
Lmportance to it. 
SAMPLE RATING 
: STAFF PERSONNEL LEADERSHIP FREQUENCY DIFFICULTY 1CIRCUMSTANCES AF- IMPORTANCE 
The principal: 
01 Assists in selection of 
qualified teachers. 
p2 Consults with central 
office on teacher's 
assignment and transfer 
problems. 
F£CTING PERFORMANCE 
5 4 C) 2 l 5 4 ): G) lx A B C D® F G H I X 
5 4 3@1 5 4 3 (]_) lx A B C D E F@ H I X 
s 40)2 l 
54320) 
~~-·----'-------] 
~E OF GUIDE--Two copies of this page are included in this instrument. Remove 
one and use it as a guide in making your ratings. 
Suggestion: Use Guide to ~Rating 
STAFF PERSONNEL LEADERSHIP 
The Principal: 
001 A~sists in selection of 
qualified teachers. 
002 Consults with central 
office on teacher assign-
ment and transfer pro-
blems. 
J03 Recommends the dismissal 
of teachers whose work is 
unsatisfactory. 
J04 Uses objective procedures 
in rating teachers. 
)05 Consults each teacher on 
their competence in the 
teaching situation. 
)06 Orients new teachers 
)07 Keeps records pertaining 
to staff personnel. 
)08 Makes arrangements to 
obtain substitute 
teachers. 
>09 Reports to central office 
attendance of staff. 
llO Helps in preparing 
t eacher handbook. 
111 Encourages teachers to 
plan for personal pro-
fessional irnpr•vement. 
•12 Conceives cooperatively 
the t eachers schedule. 
13 Formulates reasonable 
class sizes. 
14 Calculates r easonable 
teaching loads. 
15 Recommends salary in-
creases ba sed on growth 
of individual t eachers. 
16 Leads in working for good 
salaries and working 
conditions for staff. 
17 Devises cooper a tively 
plans of action in 
personnel policy-making. 
18 Encourages t eacher part-
icipation in professional 
activities of loca l, state 
and na tional educa tional 
organizations. 
---FREQUENCY DIFFICULTY 
~ 4 3 2 l 5 4 3 2 l X 
~ 4 3 2 1 5 4 3 2 l X 
~ 4 3 2 l 5 4 3 2 1 X 
~ 4 3 2 l 5 4 3 2 l X 
~ 4 3 2 l 5 4 3 2 1 X 
~ 4 3 2 l 54 3 2 1 X ~ 4 3 2 l 54 3 2 lX 
~ 4 3 2 l 5 4 3 2 l X 
~ 4 3 2 l 5 4 3 2 l X 
15 4 3 2 l 5 4 3 2 l X 
~ 4 3 2 l 54 3 2 l X 
~ 4 3 2 l 54 3 2 l X 
~ 4 3 2 l 54 3 2 lX 
~ 4 3 2 l 54 3 2 l X 
~ 4 3 2 1 54 3 2 1 X 
54 3 2 l 54 3 2 1 X 
~ 4 3 2 1 5 4 3 2 1 X 
~ 4 3 2 l 5 4 3 2 l X 
CIRCUMSTANCES AF- IMPORTANCE 
FECTING PERFORMANCE " 
' 
ABCDEFGHIX 54 3 2 J. 
ABCDEFGHIX 54 3 2 l 
ABCDEFGHIX 5 4 3 2 1 
ABC DE F G HI X 5 4 3 2 1 
ABC DE F G HI X 54 3 2 l 
ABCDEFGHIX 54 3 2 l 
A B C D E F G H I X 54 3 2 l 
ABCDEFGHIX 54 3 2 l 
ABC DE F G HI X 54 3 2 1 
A B C DE F G HI X 54 3 2 1 
A B. C DE FGHIX 54 3 2 1 
ABC DE FGHIX 5 4 3 2 l 
A B C D E F G H I X 54 3 2 l 
AB.CDE FGHIX 5 4 3 2 l 
ABCDEFGHIX 54J 2 1 
ABCDEFGHIX 5 4 3 2 l 
ABCDEFGHIX 54 3 2 l 
ABCDEFGHIX 5 4 3 2 l 
Suggestion: Use Guide t o Make Rating 
STAFF PERSONNEL LEADERSHIP 
l'he principal: 
)19 Writes l e tters of reco~ 
mendation for teachers. 
)20 Plans social activities 
with staff . 
)21 Helps teachers with per-
sonal problems. 
)22 Advises teachers as to 
school board policies. 
>23 Provides channels for 
rapid consider a tion of 
teacher's complaints arid 
r equests. . 
l24 crives pra ise and public 
commenda tion to outstand-
ing crea tive efforts of 
teachers. 
125 Helps improve the teacher 
r el a ticnships with non-
instructiona l personnel. 
126 Determines cooper a tively 
the schedule of duties 
of non-instructional 
personnel. 
27 As9ists in sel ection of 
non-instructional per-
sonnel. 
28 Supervises duties of 
non-instructional per-
sonnel. 
29 Provides in-service 
training for non-instruc-
tional personnel. 
30 Receives compla ints about 
services provided by non-
tnstructiona l staff. 
31 Holds Confer ences with 
individual members of 
non-instructional staff. 
32 Conforms to loca l and 
central office rules per-
taining to working hours 
and conditions. 
FREQUENCY 
54 3 2 1 
5 4 3 2 l 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 l 
54 3 2 1 
5 4 3 2 1 
5 4 3 2 l 
54 3 2 l 
54 3 2 1 
54 3 2 l 
54 3 2 1 
54 3 2 l 
DIFFICULTY CIRCUMSTANCES AF- IMPORTANCE 
FECTING PERFO~ NCE 
54 3 2 1 X ABCDEFGHIX 54 3 2 l 
54 3 2 1 X ABCDEFGH I X 54 3 2 l 
54 3 2 1 X A BC D E F G H I X 54 3 2 l 
54 3 2 l X ABCDEFGHIX 54 3 2 l 
54 3 2 1 X A BCDEFGHIX 54 3 2 1 
54321X A BCDEFGHIX 54 3 2 1 
54 3 2 1 X A BCDEFGHIX 54 3 2 1 
54321X A BCDEFGHIX 54 3 2 1 
54 3 2 l X A BCDEFGHIX 54 3 2 1 
54 3 2 1 X A BCD E FGHIX 54 3 2 1 
54 3 2 1 X A B C D E F G H I X 54 3 2 1 
54 3 2 l X A BCDEFGHIX 54 3 2 1 
54 3 2 1 X A B C D E F G H I X 54 3 2 1 
54 3 2 1 X A BCDEFGH I X 5 4 3 2 l 
-
I 
·-
Suggestion: ~ Guide ..!:£ Make Rating 
ADMINISTERING PUPIL PERSONNEL 
The principal: 
033 Undertakes in cooperation 
with staff the study of 
pupil personnel problems. 
034 Helps teachers study 
pupils in order to im-
prove grouping. 
035 Plans grouping to foster 
· continuous individual 
development. 
036 Helps teachers in the 
shared task of guiding 
and reporting pupil 
progress. 
037 Assists teachers in ob-
jective grading proced-
ures. 
038 Devises with staff and 
parents a better means 
of .interpreting and com-
municating pupil pro-
gress. 
039 Makes use of the ungraded 
primary unit organization 
040 Allocates adequate time 
to teachers for report-
ing pupil progress. 
)41 Helps staff identif,y 
and diagnose mental 
and physical deviates. 
)42 Provides for men tal and 
physical deviates . 
)43 Advises concerning re-
medial or adapted pro-
grams for pupils. 
)44 Improves articulation 
between differ ent 
l evels of the school 
system. 
>45 Helps to maintain 
r~cords to serve as 
r esources for studying 
and interpreting child 
·behavior. 
~6 Articulates pupil r e-
cords with guidance, 
health, and testing 
programs. 
FREQUENCY DIFFICULTY 
543 2 l 54 3 2 l X 
54 3 2 1 54 3 ? lX 
54 3 2 l 5 4 3 2 1 X 
54 3 2 1 54321X 
5 4 3 2 1 54 3 2 l X 
54 3 2 1 54321X 
54 3 2 l 5 4 3 2 1 X 
• 
54 3 2 l 54 3 2 l X 
54 3 2 1 54 3 2 1 X 
54 3 2 l 54 3 2 l X 
5 4 3 2 1 54 3 2 1 X 
54 3 2 1 15 4 3 2 l X 
I 
5 4 3 2 115 4 3 2 1 X 
I 
I 
54 3 2 l 5 4 3 2 l X 
LJ 
CIRCUMSTANCES AF~ IMPORTANCE 
FECTING PERFORMANCE 
ABCDEFGHIX 5 4 3 2 l 
ABCDEFGHIX 54 3 2 l 
ABCDEFGHIX 54 3 2 l 
ABCDEFGHIX 54 3 2 l 
ABCDEFGHIX 54 3 2 l 
ABCDEFGHIX 54 3 2. l 
A B C D E F G HI X 54 3 2 l 
ABCDEFGHIX 54 3 2 l 
A B C DE F G H I X 5 4 3 2 1 
i 
A B C D E F G H I X 54 3 2 l 
ABCDEFGHIX 54 3 2 1 
ABCDEFGHIX 54 3 2 1 
ABC DEFGHIX 54 3 2 l 
A B C D E F G HI X 54 3 2 l 
I I 
Suggestion: Use Guide to~ Rating 
ADMINISTERING PUPIL PERSONNEL 
The principal: 
FREQUENCY DIFFICULTY 
OL 7 Evaluates with staff pup-
il personnel policies. 
OL8 Coordina t es r egistr2tion 
of pupils and "opening 
day" problems. 
OL9 Helps orient transferred 
pupils. 
050 Works with other schools 
in transfers, r ecords, 
and interpreta tion of 
pupils. 
051 Plans r egistra tion per-
iods for beginning 
ohildren prior to the 
opening of school. 
052 Maintains the continuous 
census. 
053 Makes it possible for 
pupil par ticipation in 
school management and 
control. 
o5L Helps teachers under-
stand better the pro-
blems of discipline. 
055 Assists teachers having 
discipline problems. 
056 Imposes corrective punish-
ment for discipline. 
057 Confers with staff, par-
ents, and pupils involving 
individual problems. 
~ L 3 2 1 5 L 3 
~ L 3 2 1 5 L 3 
~ L 3 2 1 5 L 3 
~ L 3 2 1 5 L 3 
~ L 3 2 1 5 L 3 
5 L 3 2 1 5 L 3 
5 L 32 1 5 L 3 
5 h 3 2 1 5 L 3 
5 L 3 2 1 5 L 3 
5 L 3 2 1 5 L 3 
5 L 3 2 1 5 L 3 
058 Seeks qualified assistanc 
for serious individual 
problems. 
e5 L 3 2 1 5 L 3 
059 Confers with individual 
pupils. 
06o Practices and encourages 
visitations to home. 
061 Organizes school activi-
ties with staff and 
pupils to conform to 
desirable outcomes. 
062 Maintains a correct pro-
portion of all kinds of 
enrichment activities. 
063 Helps teachers develop 
pupils' interes ts. 
5 L 3 2 115 4 3 I 
54 3 2 1 5 4 3 
54 3 2 1 54 3 
5 L 3 2 1 54 3 
5 4 3 2 1 54 3 
J. _ ___ 
2 lX 
2 1 X 
2 1 X 
2 1 X 
2 l.X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
2 1 X 
CIRCUMSTANCES AF- IMPORTANCE 
FECTING PERFORMANCE 
A BCDEPGHIX 5 L 3 2 1 
AB CDEFGHIX 5 L 3 2 1 
I 
ABCDEFGH I X 5 L 3 2 1 
ABCDEFGH I X 5 L 3 2 1 
I 
! 
ABCDEFGH I x1 5 L 3 2 1 
A BC DE F G H I X 5 L 3 2 l 
A B C D E F G H I Xl5 L 3 2 1 
I 
AB CDEFGHIX 5 L 3 2 1 
A B C D E F G HI X 5 L 3 2 1 
A BC DE F G HI X 5 L 3 2 1 
1\BC bE FGHIX 5 L 3 2 1 
ABCDEFGHIX 5 L 3 2 1 
A B C DE F G HI X 5 L 3 2 1 
A B C D E F G HI X 54 3 2 1 
A B C D E F G HI X 5 4 3 2 1 
I 
A BCDEFGH I Xl5 4 3 2 1 
A B C D E F G H r~ I 
Suggestion: Use Guide to ~ Rating 
-- ·----- ··· · --- - .. .. _____ .. __________ -. 
ADMINISTERING PUiiL PERSONNEL FREQUENCY DIFFICULTY CIRCUMSTANCES AF~ IMPORTANCE 
The principal: FECTING PERFORMANCE 
064 Makes follow-up studies 
of the achievement of 
former pupils. 
o65 Provides for systematic 
development and use of 
objective child account-
ing records. 
INSTRUCTIONAL LEADERSHIP 
The Principal: 
066 Works with staff, 
parents and pupils in 
formulating a guiding 
philosophy of education. 
067 Derives objectives co-
operatively often with 
parents and pupils 
participating. 
068 Utilizes the creative 
· power of teachers. 
069 Provides leadership in a 
continuous program of 
curriculum work. 
070 Coordinates the activi-
ties of the consultants' 
specialized services in 
a unified program. 
071 Attends centralized cur-
riculum planning commit-
tee meetings. 
072 Offers constructive help 
to teachers who recog-
nize the need. 
073 Plans cooperatively with 
staff in-service prac-
tices and programs. 
074 Participates in teacher-
pupil planning in the 
classroom. 
75 Evaluates continuously 
with staff in terms of 
attaining objectives and 
guiding principles. 
5 4 3 2 1 5 4 3 2 1 X A B C D E F G H I X 5 4 3 2 1 I . - . . 
15 4 3 2 1
1
5 4 3 2 1 XIA BCD E F G HI X 54 3 
! 
I 
; 54 3 
I 
i 
!54 3 2 1 \5 4 3 2 
I 
I 
I 
;54 3 2 1 ;5 4 3 2 
:54 3 2 1 15 4 3 2 
I 
i I 
i5 4 3 2 1 !5 4 3 2 
; 
I 
I 
2 1 
I 
i 
1 XIA B CDEFGHIX54321 
1 xi A B C D E F G H I X 5 4 3 2 1 
I I 
1 XiA BCD E F G HI x l5 4 3 2 1 
1 X!A B C D E F G H I X 5 4 3 2 1 
I 
1 x !A B C DE F G HI X 54 3 2 1 
i 
i 
5 4 3 2 1 i5 4 3 2 1 XIA B c DE F G H I X 5 4 3 2 1 
l 
I I 
j5 4 3 2 1 i5 4 3 2 1 X ABC DE F G HI X 54 3 2 1 
I 
:54 3 2 1 j5 4 3 2 1 X ABC DE F G HI X 54 3 2 1 
I I I ! 
i 15 4 3 2 l i5 4 3 2 l X ABC DE F G HI X 54 3 2 1 
15 4 3 2 l l5 4 3 2 1 xiA BCD E F G HI X 54 3 2 1 
I 1 I 
' I I 
: : I _L I ~- - - ---·· _ t_ __ __________ --- 1 -- -~ - - - --- --- ·-··· · - · - - · - · -·· ---··--
Suggestion: Use Guide to Make Rating 
INSTRUCTIONAL LEADERSHIP 
The principal: 
087 
088 
090 
mQuEiic:Y D-r"FFicui:rr -lcilicuMsTANcEs AF- l™PORTANcE ~ 
!FECTING PERFORMANCE 
~-----lr---·-----t-· -· ---- -. -·- ·-- ----
54 3 2 115 4 3 2 1 XjA BCD E F G HI xl5 4 3 2 1 
54 3 2 1 !5 4 3 2 1 XIA BCD E F G HI x !5 4 3 2 1 
I I l 
15 4 3 2 1 54 3 2 1 X ABC DE F G H i IX ;54321 
543215432 1 XIA B c DE 
1 X1A BCD E 
1 x iA BCD E 
F G H I X 5 4 3 2 1 
2 1 5 4 3 2 I F G HI Xj5 4 3 2 1 
2 1 5 4 3 2 
I 
i 
F G HI XJ5 4 3 2 1 
! i 
54 3 2 1 54 3 2 1 XIA BCD E F G HI XIS 4 3 2 l 
I 
54 3 2 3 2 i BCD E F G HI XJ5 4 3 2 l 
15 4 
I j5 4 
I 
15 4 ! 
I 
I 
3 2 1 5 4 3 2 DEF'GHIX I543 2 1 
I 3 2 l s 4 3 2 l XiA B c DE F G H I XIS 4 3 
I I 
2 1 
3 2 1 i5 4 3 2 1 x !A BCD E F G HI x l5 4 3 2 1 
I I 
I 
I 
2 1 X iA 
I 
1 j5 4 3 2 
I 
115 4 3 2 
I 
I 
I 
I 
l 
1 X iA 
i 
! 
I 
1 X jA 
BCD E F G HI Xl5 4 3 2 1 
I 
BCD E F G HI Xl5· 4 3 2 l 
BCD E F G HI X15 4 3 2 1 
3 2 l 54 3 2 1 X ABC DE F G HI X,5 4 3 2 1 
I I 
-- ·---~----· · - -· --- ·----- -- . _______ .. _________ _ 
Suggestion: Use Guide to Make Rating 
INs muc TioNAL LEADERSHIP -:FREQ"ui"Nc:YTriiiFicui n- -c rncu-Ms TANcEs A F- IMPORTANcE 
The principal: FECTING PERFORMANCE 
091 Helps teachers recog-
ni~e and provide for 
individual differences 
5432154321XABCDEFGHIX5432l 
I 
in pupils. 
092 Develops with staff 
methods of diagnosis 
and remedial work. 
54 3 2 
093 Encourages teachers to 5 4 3 2 
work on experiments and 
to discover more ef-
fective teaching deviees 
and techniques. 
094 Takes on advisory part 5 4 3 2 
in system-wide testing 
program. 
095 Conducts cooperatively 5 4 3 2 
workshop for teachers " 
115 4 3 21XABCDEFGHIX54321 
I 
l 
115 4 3 2 1 X 'A B C D E F G H I X 5 4 3 2 l 
I 
I 
1!5 4 3 
I 
115 4 3 i 2 1 X ABC DE F G HI X!5 4 3 2 1 
l 
096 Insures competent and 
unbiased judgment in 
the interpretation of 
educational data. 
I r 4 3 ! 2 1 ~ 5 4 3 2 1 XIA B c DE F G HI X i5 4 3 2 l 
097 Provides opportunity for 
observation of skillful 
teaching. 
098 Prepares with staff, 
bulletins, minutes of 
meetings, and letters 
of suggestions. 
099 Makes systematic checks 
on progress and out-
comes of plans, out-
lines _ or guides. 
100 Carefully plans all 
teacher conferences and 
visits. ! 
54 3 2 
5 4 3 2 
54 3 2 
101 Arranges for exhibits of 5 4 3 2 
creative work of 
teachers and pupils. 
! 
. I 
I 
i 
i I 1)5 4 3 2 1 X1A BCD E 
! 
! 
i 
i 
F G H I X !5 4 3 
i 
t 
; j 
l \5 4 
i 
i 
3 2 l X1A BCD E F G HI Xi5 4 3 
l 
l l5 4 3 
j 
2 1 X A B C D E F G H I X 15 4 3 
i 
1 5 4 3 2 F G H I X 15 4 3 
I 
X A B C D E 
' 
2 1 
2 l 
2 1 
2 1 
115 4 3 2 
i 
I i 
J X A B C D E F G H I X 1
1
5 4 3 2 l 
- I , I 
115 4 3 2 1 XIA B c DE F G H I X 54 3 2 l 102 Encourages long-term 
planning by all con-
cerned in the instruc-
tional program. 
103 Seeks aid of teachers 
in locating instruc-
5 4 3 2 l 5 4 3 2 1 X A B C D E F G H I X 15 4 3 2 l 
tional problems. ,. 
oJ..~ F-<i i ts bulle tins pr epared 5 4 3 2 1 15 4 3 2 1 X A B C D E F G H I X 5 4 3 2 1 
by t eAc he r groups. I 1 
..__ - - - I - -------- --·- - -- - - -- - -- ---- - - - - ' ·-- - -·-- - -- -- --
:1~8 
Suggestion: Use Guide to ~Rating 
INSTRUCTIONAL LEADERSHIP 
The principal: 
TmEQUENCY -DIFFIC-ULTY CrRCU·t~TANCES AF- - · IMPORTANCE I 
FEC TING PERFDRMANCE 
lOS Supervises practice 
teaching. 
106 Keeps a detailed ac-
count of supervisory 
activities. 
54 3 2 l 54 3 2 l X ABc DE F ~HI XIS 4 3 2 l 
5 4 3 2 1 5 4 3 2 1 X A B C D E F G H I x' 5 4 3 2 1 
107 Helps teachers achieve 
curriculum objectives 
for better human 
relations. 
js 4 3 2 1 5 4 3 2 l X A B C D E F G H I X 5 4 3 2 l 
ADMINISTERING SPECIAL 
SERVICES 
Attendance: 
108 Enforces local and 
I 
! 
I 
I 
3 2 
state attendance laws. 
109 Plans with staff and i 5 4 3 2 
parents adequate regu- i 
lations regarding ab- I 
sence of children. I 
110 Studies with staff i 5 4 3 2 
causes of irregular ! 
attendance. ; 
lll Provides adequate ~ ~ 4 3 2 
methods to check attend- ! 
ance and attendance i 
records. . 
I 
I 
1!5 4 3 2 ·l X A B C D E F G H 
I 
115 4 3 
l 
2 1 X A B C D E F G H 
I 
I 
I 
1!5 4 3 2 
I 
liS 4 3 2 
i 
lX IABCDEFGH I 
i 
1 XIA B C DE F G H 
I 
I 
I 
112 Cooperates with attend- !s 4 
ance officer in central I 
3 2 ljS 4 3 2 1 XIA B C D E F G H 
office. I; 
113 Uses legal means to 5 4 
keep children in 
1
! 
school. 
I 
I 
i 
DE F G H 
I x ! 5 4 3 
I x ! s 4 3 
I 
I 
I x i s 4 3 
I 
I X: 5 4 3 
' 
I x; 5 4 3 
I 
I 
I Xj 5 4 3 
2 l 
2 l 
2 l 
2 l 
2 l 
2 1 
Guidance: I 
114 Initiates and co- 15 4 3 2 1!5 4 3 2 1 x) A B C DE F G H I X 54 3 2 l 
ordinates an adequate ! I i 1 
guidance program. : i I 
ll$ Maintains good pupil- 1!5 4 3 2 1!5 4 3 2 1 X ABC DE F G HI Xi 54 3 2 l 
principal. relationships. ! 1 
116 Sets up with staff I 5 4 3 2 1 i 5 4 3 2 1 X A B C D E F G H I X I 5 4 3 2 1 
:~:r:~i~~~~=:-ures for l __ ____  l____ __ __ - · ··--· ·- - ·--- -·-· ···· J - -- --- -··-··- --_J 
1 
Suggestion: Use Guide to Make Rating 
~~~~~~i~RING SPECIAL 1FREQUE~CY! DIF}~CULTY --~~~~~~i~~~:~~~~-- I~IPORTANCE 
The principal: 
117 Helps each teacher as- !5 4 -3 2 l i S 4 3 2 l J A B C D E F G H I X S 4 3 2 l 
surne his share of duties.'! 
118 Administers the program S 4 3 2 11 S 4 3 2 l J! A B C .D E F G H I X S 4 3 2 l 
utilizing the principles I I 
and techniques of good I 
guidance. .-
Teaching Aids: 
Is 4 3 2 11s 4~ 3 2 
I 
i 
i 
I 
I 
l XI A B C D E 
I 
I 
I 
119 Assumes r esponsibility 
for the organization, 
and coordination of 
effective evaluation 
and selection of teach-
ing aids. i j5 4 3 2 
I 
! 
I 
l iS 4 3 2 l xi A B C D E 
! l 
i 
F G HI xis 4 3 2 l 
i 
' I 
I 
I 
' I 
FGHIX \S43 2 l 120 Assumes responsibility 
for effective classroom 
use of audio-visual 
materials, I I ! 
121 Acquires systematically 
equipment and material. 
122 Participates with staff 
in in-service training. 
123 Operates audio-visual 
equipment. 
Health Service: 
124 Sensitizes staff mem-
bers to their respons-
ibility for child 
!S 4 3 2 l iS 4 3 2 l X! A BC DE F G HI x iS 4 3 2 
I 
i i ! ~ S 4 3 2 1 :5 4 3 2 l ~ A BC DE F G HI XiS 4 3 2 l 
i I 
;s 4 3 2 l jS 4 3 2 l x; A BC D E I F G HI X!S 4 3 2 l ! 
i 
I 
I 
l . l 
!S 4 3 2 l !S 4 3 2 l ~A BC DE F G HI x :s 4 3 2 l 
: 
health. 1 I 
l2S Determines cooperatively ;S 4 
genera l principles i 3 2 1 :5 4 3 2 l Xi A BC DE F G HI XiS 4 3 2 l 
governing the health ; 
program. 1 ' , 
126 Urges teachers to recog-1S 4 3 2 l !S 4 3 2 l Xi ABC DE F G H 
nize pupils in need of i 
health services. I 
I Xl 5 4 3 
I 
2 l 
L27 Holds conferences with tS 4 3 
health specialists and I 
i 
2 1 :5 4 3 2 l X! A BC D E F G H ' I Xi S 4 3 2 l 
I 
staff. ; , 
~28 Coordinates work of 15 4 3 2 l iS 4 3 2 l XI A B C D E F G HI xls 4 3 2 l 
health specialists. 1 j 1 
_29 Seeks outside contacts jS 4 3 2 1 : S 4 3 2 l Xj A B C D E F G H 
to secure aid for needy 1 j 
pupils. i i 1 
-30 Enforces local board of ;s 4 3 2 1 !5 4 3 2 l x: A B C DE~ G H 
health regulations. : l I 
~-- -- -- -·- _L_ _ _ ·-~ · - ! - - - .- ~- --· -- · 
rx :s_432l 
i j 
rx ls4321 
I 
I 
1 .. . -- - - - -· - ·--
Suggestion: Use Guide to Make Rating 
ADMINISTERING SPECIAL 
SERVICES 
The principal: 
131 Selects with the school 
staff the policies 
which are to determine 
the organization of a 
functional library 
services. 
132 Determines with staff 
the relative importance 
of specific functions 
of the library. 
133 Allocates money for the 
purchase of library 
materials housed in a 
central location. 
134 Plans suitable distri-
bution and avail-
ability of library 
materials. 
L3S Develops with staff and 
librarian the central 
library and or room 
collection. 
-FREQUENCi-DIFFICULTY- -CIRCUMSTfNCES AF- IMPORTANCE 
FECTING PERFORMANCE 
I 
54 3 2 1 S 4 3 2 1 X ABC DE F G HI xls 4 3 2 1 
I 
' I 
I 
I 
15 4 3 2 1 S 4 3 2 1 X A B C D E F G H I xis 4 3 2 1 I 
i 
5 4 3 2 1 5 4 3 2 l X A B C D E F G H I X S 4 3 2 1 
I 
i 
I 
3 2 1 54 3 2 1 X ABC DE F G HI XIS 4 3 2 1 
I 
I 
F G HI xjS 4 3 2 1 
I 
1 xl A B C DE 
I 
3 2 1 s 4 3 2 
I 
L36 Encourages the librarian S 4 
and teachers to develop 
cooperatively working 
relationships in plan-
I 
1 XI A 
i 
BCD E F G HI XIS 4 3 2 1 
l 
ning how to use a 
central library. 
37 Secures coopera tive 
relations between 
school and public 
library. 
Is 4 3 2 1ls 4 3 2 1 xi ABc DE F G HI x1s 4 3 2 1 
i l 
38 Resolves transportation 
problems. 
!s 4 3 2 1!5 4 3 2 1 XIA B c DE F G HI X!S 4 3 2 1 
I I I ' 
39 Provides supervision of 
services. 
~0 Evaluates with staff 
transportation services 
as to safety, economy, 
adequacy, and effeciency j 
: s 4 3 r2 l iS 4 3 2 1 XI A B c D E F G H I x; s 4 3 
54 3 2 115 4 3 2 1 X·A BCD E F G HI Xl5 4 3 
I 
I 
~1 Organizes lunchroom S 4 I xis 4 3 3 2 1 54 3 2 1 X1A BCD E F G H 
I 
2 1 
2 1 
2 1 
services. 
~2 Leads cooperative 
in scheduling and 
vising lunchroom 
activities. 
study S 4 3 2 
super-
115 4 3 2 l xi ABC DE F G HI xj 54 3 2 1 
I I ~ 
,__ ___ __!.._._.._ - ·----·- ··-L --- --- ·· -· ·- · ···~--··---- ~+ -- -·--- ---...-! 
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OFFICE MANAGEMENT 
The principal: 
r---- - ---·- - · -·- - ~ -~- - - .. - --- --., ~ -- · - ~----~ - - _  ...,. __ - -- ---- ---~---- -- · -~- -
FREQUENCY DIFFICULTY CIRCUMSTANCES AF- IMPORTANCE 
FECTING PERFORMANCE 
143 Accounts for pupils. ;S 4 3 2 l S 4 3 2 l X A BC DE F G HI X S 4 3 2 l 
144 Handles fund-raising jS 4 3 2 l S 4 3 2 l X A BC DE F G HI X!S 4 3 2 l 
drives. i 1 I . 
14S Checks and banks money. IS 4 3 2 l S 4 3 2 l X ABC DE F G HI XIS 4 3 2 1 
146 Accounts for all funds. IS 4 3 2 l s 4 3 2 l X A Bc DE F G HI x i s 4 3 2 l 
147 Handles Correspondence. 'I S 4 3 2 l S 4 3 2 1 X ABC DE F G HI XIS 4 3 2 1 
148 Records test results. S 4 3 2 1 S 4 3 2 1 X A B C D E F G H I X S 4 3 2 1 
149 Checks all records and '·~ S 4 3 2 1 S 4 3 2 l X A BC DE F G HI x i
1
S 4 3 2 1 I 
reports. 
lSO Submits records and j' S 4 3 2 1 S 4 3 2 l X A B C D E F G H I X 1 S 4 3 2 l j 
~~~~~!~ to central l I I I 
lSl Prepares bulletins, jS 4 3 21'S 4 3 2 l X ABC DE F G HI xis 4 3 2 l 
notices , and bulletin ., 1'. 
board. j 
1S2 Handles telephone calls iS 4 3 2 11 S 4 3 2 l X A BC DE F G HI XiS 4 3 2 1 1 
1S3 Keeps systematic files. !S 4 3 2 l s 4 3 2 1 Xj A B c DE F G HI x 1s 4 3 2 1 I 
lS4 Checks payroll lists. iS 4 3 2 liS 4 3 2 1 XIA BCD E F G HI XiS 4 3 2 1 I 
lSS Distributes U.S. and iS 4 3 2 l S 4 3 2 1 X,A BCD E F G HI X' S 4 3 2 1 I 
school mail. 1 I j' ' I 
1S6 Plans definite schedule !S 4 3 2 l S 4 3 2 1 X A BC DE F G HI x !s 4 3 2 1 l 
of daily activities. I I ! i 
1S7 Provides time-saving !s 4 3 2 1 S 4 3 2 l X A BC DE F G HI X;S 4} 2 1 I 
office devices and i 
equipment. i !' I 
1S8 Duplicates instruction- :s 4 3 2 1 S 4 3 2 1 XI' A BCD E F G HI X S 4 3 2 l i' 
al material. I · : 
1S9 Handles notices and jS 4 3 2 l i S 4 3 2 1 X A BC DE F G HI XjS 4 3 2 l I 
bulletins from central 1 I i I 
office. , I 
160 Maintains and uses Petty !S 4 3 2 1 S 4 3 2 1 Xj A BCD E F G HI X;' S 4 3 2 l I 
Cash Fund. I j 
161 Gives information upon Is 4 3 2 ljS 4 3 2 1 x, A B c DE F G HI XIS 4 3 2 l 
request from patrons I ! I 
and citizens. · t 1 
162 Organi~es Fire and !S 4 3 2 l iS 4 3 2 1 X A BC DE F G HI XI' S 4 3 2 1 
Civilian Defense drills. ' -
1 L63 Administers first aid. 1
1
· s 4 3 2 1 S 4 3 2 1 X A BC DE F G HI XIS 4 3 2 l 
L64 Prepares a budget. S 4 3 2 l i S 4 3 2 1 X A BC DE F G HI X S 4 3 2 1 
.6S Reports accidents to IS 4 3 2 l S 4 3 2 1 X A B C D E F G H I Xi S 4 3 2 1 
central office. i 1' I 
.66 Orders off ice and ; 5 4 3 2 l S 4 3 2 l X A B C D E F G H I Xi S 4 3 2 1 
janitorial supplies. ; , .
. 67 Accounts for State Wards.j S 4 3 2 l S 4 3 2 l X A B C D E F G H I X S 4 3 2 1 
.68 Maintains office hours. iS 4 3 2 1 S 4 3 2 1 X A B C D E F G H I X S 4 3 2 1 
69 Prepar es annual r eports. !S 4 3 2 l,S 4 3 2 1 XI A B c DE F G HI X s 4 3 2 1 
70 Confers with salesmen. 1 S 4 3 2 11 S 4 3 2 1 X A B C D E F G H I X S 4 3 2 1 
L . _ _ ________ .... ___ ___ ____ .. .. .. -.. - . -.. . .. --- .. ---.. ·· -·- ... - -------.. - ·- ---·---·- · 
Suggestion: ~Guide to Make Rating 
·- ---------- - ------- -
OFFICE MANAGEMENT 
The principal: 
171 Prepares for the open-
ing and closing of the 
school. 
ADMINISTERING OF SCHOOL 
PLANT, EQUIPMENT AND 
INSTRUCTIONAL MATERI&LS 
FREQUENCYIDIFFICULTY CIRCUMSTANCES ' AF- IMPORTANCE 
FECTING PERFORMA NCE 
5432154321XABCDEFGHIX54321 
- I 
I 
172 Measures the physical 
and instructional effi-
ciency of the plant. 
54 3 2 lX A BCDE FGHIX5432 I 1 . ! 
I 
173 Checks heating, venti- i5 4 3 2 1 5 4 3 2 
lation, and illumina- I 
1 x i h B c 
I 
DEFGHIX54321 
tion of plant in 
relation to comfort 
and efficiency. 
174 Inspects condition of 
sanitary and washing 
facilities. 
I 
i 
I 
' I 
!54 3 2 1 54 3 2 1 XI A BCD E 
i 
i 
I 
FGHIX543 2 1 
I 
175 Checks on housekeeping 
duties of staff and 
pupils. 
Is 4 3 2 1 54 3 2 1 X1A BCD E I 
I · 
I • I . 
F G HI Xl5 4 3 2 
1 5 4 3 2 1 54 3 2 l x!A BCD E 
54 3 2 l 54 3 2 1 XI A BCD E 
FGHIX 154 3 
F G H I x!s 4 J 
I 
2 1 
2 l 
176 Advises central office 
on condition of plant. 
177 Provides for protection 
of school plant from 
damage and defacement. 
178 Suggests how to improve ,, 5 4 3 
appearance and physical 
conditions of classroom. ; 
2 l 54 3 2 1 x; A BCD E F G HI Xl5 4 3 2 l 
! 
179 Inspects school play- !54 3 2 1 5 4 3 2 
ground. I 
180 Determines with staff 54 3 2 1 54 3 2 
school needs. ; 
i 
1 X!A BCD E F G H 
i 
1 x! A B C D E F G H 
I 
IX j543 
I X ~ 5 4 3 
j 
181 Provides for examin- !5 4 3 2 l 5 4 3 2 
ation, experimentation, 1 
HIX i543 l x jA BCD E F G 
classification, and - I 
evaluation of new equip-
ment, supplies, and 1 I 
t extbooks. . I 
I 
I 
I 
2 1 
2 1 
2 1 
182 He 1~s in selecti?n of 
1
15 4 3 2 1 54 3 2 l X1A B CD E F G HI X 54 3 2 1 
equlpment, suppl1es, i 
and textbooks. j . 
. --- -- - __ _ __ _ __ __ _ _ ___ _j_ ____ , _ ________ .. ___ , 
Suggestion: Use Guide to Make Ra ting 
ADMINISTERING OF SCHOOL 
PLANT, EQUIPMENT AND 
INSTRUCTIONAL MA TERIALS 
- -- - ···-·--· -· ... . -- - ··-- .. - ··-- . . .... ...... - ------···- ·---.-----·--
FREQUENCY I DIFFICULTY CIRCUMSTANCES AF- IMPORTANCE 
. FECTING PERFORMANCE 
The principal: 
183 Requisitions equipment, Is 4 3 2 1 S 4 3 2 
supplies , and textbooks. I 
184 Accounts f or equipment, S 4 3 2 1 S 4 3 2 
supplies , and textbooks. 1 
1 xiA 
I 
1 Xi A 
I 
B C D E 
B C D E 
F G HI x
1
s 4 3 2 1 
F G HI XIS 4 3 2 1 
I 
18S Stores equipment, sup- S 4 3 2 1 S 4 3 2 1 X!A BCD E F G HI XIS 4 3 2 1 
plies, and textbooks. I 
186 Distributes equipment, S 4 3 2 l ·S 4 3 2 1 X!A BCD E F G HI XiS 4 3 2 1 
! supplies, and textbooks., i 
187 Records equipment, sup- S 4 3 2 1 S 4 3 2 1 X A B C D E F G H I XIS 4 3 2 1 plies ; and textbooks · 
received. 
188 Submits receipts for 
equipment, supplies, and 
textQooks to central 
s 4 3 2 l iS 4 3 2 1 X1A BCD E F G H 
' I 
IX IS43 21 
office. ! 
189 Inventories equipment, iS 4 3 2 
supplies , and textbooks. 1 
190 Makes pupils and teach- Is 4 3 2 
ers responsible for use l 
and care of equipment, I 
supplies , and t ext- I 
books. 1 
191 Checks classrooms to jS 4 3 2 
note condition of 1 
equipment, supplies, i 
and textbooks. j 
192 Allocates cost of equip- .S 4 3 2 
ment, supplies, and I 
textbooks , in accordance j 
with budget allotment. i 
193 Develops with staff .S 4 3 2 
criteria for selection I 
of equipment, supplies, i 
and textbooks. 1 
L94 Studies with staff new 
1
s 4 3 2 
teends in equipment, ~-
supplies, and textbooks. 
.9S Assists with use of 15 4 3 2 
ins true tional rna terials. ' 
.96 Provides teachers with S 4 3 2 
new projects and materi-
als and explains how 
they may be used. 
I 
I 
I 
2 1 x iA B c DE F G· HI x is 4 3 
2 1 xl A B c n-E F a H I xIs 4 3 
I 115 4 3 
l iS 4 3 
! 
i 
l 
l :S 4 3 2 
j 
I 
I 
I 
1 x! A B C D E F G H 
I 1 
l iS 4 3 2 1 XIA B C DE F G H 
I 
I 
I 
l 
IX ,S43 
i 
I 
I 
I xts 4 3 
! 
! 
2 1 
2 1 
2 1 
2 1 
2 1 X ~ A B C DE F G HI X 54 3 2 1 l !s 4 3 
I I 
I ; 
l !S 4 3 2 1 XiA BCD E F G HI xls 4 3 2 1 
I I I 
115 4 3 2 1 x !A B C DE F G H I X:S 4 3 2 1 
1 \S 4 3 2 1 x iA BCD E F G HI X S 4 3 2 1 
I l 
' i I I 
I 
I 
t 
!. 
--'--·- -·- -- -- ....... _ ... --~· ·· - - -·-- .•. __ _ ..., _ __ _ ___ -- ·--·· -·· .. t 
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SCHOOL AND COMMUNITY 
The principal: -FREQUENCY I D-IFFICULTY··-T~E~~Y~fT~~~:Rl~NCE IMPORTANCE 
197 Knows problems, re-
sources, and agencies 
of community. 
S 4 3 2 1 S 4 3 2 1 X ~ A BCD E F G HI x 1S 4 3 2 1 I 
, ! 
198 Utilizes community 
resources for curriculum 
development. 
s 4 3 2 I liS 4 3 
I 
I . 
2 l X !A B C D E F G H I xl5 4 3 2 1 
l I 
199 Assists staff in adapt-
ing curriculum to needs 
and resources of com-
munity. 
1543211543 2 1 x !A B C D E F G H I X S 4 3 2 1 I 
200 Helps staff study 
pupil's home and com-
munity backgrounds. 
201 Organizes school acti-
vities for community 
service. 
202 Encourages pupils to 
study community pro-
blems. 
203 Encourages the use of 
pupil excursions and 
field trips. 
204 Cooperates with com-
munity governmental 
services. 
20S Utilizes community 
leaders in the school 
program. 
206 Supports teachers 
against unjust com-
munity restriction and 
criticism. 
I I I, 4 3 2 1:, 4 3 2 
jS43211S432 
Is 4 3 2 1js 4 3 2 
I ' 
IS 4 3 2 l iS 4 3 2 
I 
I 
! 5 4 3 2 1 15 4 3 2 
i I 
, I 
!s432l!S432 
i .1 
I i 
l ; 
is 4 3 2 l jS 4 3 2 
i 
207 Assists staff in making i S 4 3 2 
surveys, preparing and 1 
i 
l iS 4 3 2 
I interpreting the i I 
i 
1 XI A B C D E F G H I X S 4 3 2 1 
1 XI A B c D E F G H I X s 4 3 2 1 
I 
I I 
1 XIA BCD E F G HI xjs 4 3 2 1 
I : 
1 X!A BCD E F G HI x is 4 3 2 1 
i I 
I ' 
1 X!A BCD E F G HI xl5 4 3 2 1 ! i I 
1 X!A BCD E F G HI xis 4 3 2 1 I 
I 
I 1 X!A· B C D E F G .H I X 5 4 3 2 1 
I 
I 
! 
I 
1 X lA B C D E F G H I X 5 4 3 2 1 
experience. 1 
208 Evaluates with staff 1 S 4 3 2 
I 
l iS 4 3 2 1 xi A B C DE 
I 
FGHIX ,543 
I 
2 1 
the resources ava ilable 
for school utilization. I 
209 Promotes and contributes! S 4 3 2 1 5 4 3 2 1 X A 
i 
B CDEFGHIX543 2 1 
to par ent teachers · l 
aasocia tion. 
210 Encourages continuous 
1
1 S 4 3 2 1 i5 4 3 2 1 XiA B C D E 
use of facilities of I I 
school plant. l i 
2 1 
2 1 
205 
~ ll Participates in 1 S 4 3 2 115 4 3 2 1 X jA B C D E 
community affairs. l j 
FGH I X543 
F a H r xIs 4 3 
I I _,__ ____ _J 
206 
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scHooL AND coMMuNITY fruQuENc:Y n:i:Fiicui_ri __ _ ciRcu'i.[s-iANcEs __ AF-____,_iMPoaTANcE' 
The principal: ' FECTING PERFORMANCE 
212 Holds open house, visit- S 4 3 2 1 S 4 3 2 1 XiA BCD E F G HI X IS 4 3 2 1 
ations, and other I 
school gatherings for I ! 
parents. i 
213 Organizes community co- S 4 3 2 1 S 4 3 2 l X ABC DE F G HI X iS 4 3 2 l 
ordinating council on l 
which staff members I ! 
serve. ! 1 ! 
214 Provides leadership in S 4 3 2 liS 4 3 2 1 XjA BCD E F G HI X iS 4 3 2 1 
community coordinating 
1
• I ! 
council. 
21S Enlists public support jS 4 3 2 l!S 4 3 2 1 X jA BCD E F G HI X I'S 4 3 
in what the schools i ' 
·, I I 
2 l 
are trying to do. I ! 
216 Makes talks to special 'IS 4 3 2 1!
1
s 4 3 2 1 X n BC DE F G HI X jS 4 3 2 1 
groups. _ . 
217 Encourages pupils to ~ S 4 3 2 l!S 4 3 2 1 XJA BCD E F G H 
bring parents to 
1 
1
_ 
I X IS 4 3 2 1 
j 
school functions of 
all kinds. 1 
218 Directs adult-s~onsored S 4 3 2 1 S 4 3 2 
organizations for 
children. 
219 Relates the school to 
othe$ schools in the 
system. 
220 Provides plan for 
public relations for 
the school. 
s 4 3 2 
I 
: s 4 3 2 
I 
i PERSONAL PROFESSIONAL 1 
j 
ljS 4 3 2 
i 
liS 4 3 2 
i 
I 
I 
I 
I 
I 
1 X lA 
I 
I 
I 
BCD E F G HI X!S 4 3 2 1 
I 
1 X jA B C D E F G H I X 15 4 3 2 l 
! I 
' I 
1 X IA 
I 
I 
I 
I 
I 
I 
B C D E F G H I X jS 4 3 2 1 
I 
GROWTH I 
221 Attends workshops,, 's 4 
institutes, conferences, 
or other professional i 
3 2 
I. 
l jS 4 3 2 1 X lA 
I 
! 
, I 
B C D E F G H I X jS 4 3 2 1 
I ' I 
meetings. ,. 
222 Assists in organ1z1ng S 4 3 2 1 !5 4 3 
I 
2 1 X lA B C D E 
I 
I 
FGHIXl543 2 1 ! 
I 
I 
or conducting workshops, j 
institutes , conferences, ! ! or other professional 1 
meetings on elementary i 
education. ~--------~ 
I 
.---i-.. __ _____ _ ---
·--~ 
Suggestion: Use Guide to Make Rating 
PERSONAL PROFESSIONAL !FREQUENCY DIFFICULTY ciRcuMSTANCEs AF--.-~IMPORTANCE 
GROWTH . FECTING PERFORMANCE 
The principal: 
223 Serves on national, 
state, district, 
professional committees. 
224 Accepts summer school 
or part time position 
at other institutions. 
22S Takes graduate or 
special courses. 
226 Attends special 
lectures of profes-
sional organizations. 
227 Does planned inde-
pendent study for 
professional growth. 
228 Writes for profes-
sional journals, 
magazines, newspapers, 
radio or television. 
229 Holds office in pro-
fessional organiz-
ations. 
LIST AND RATE DUTIES AND 
IESPONSIBILITIES PERFOID~D 
BY YOU AND NOT INCLUDED IN 
rHIS LIST. 
·-------------------------
S 4 3 2 l S 4 3 2 l X A B C D E F G H I X S 4 3 2 l 
s 4 3 
Is 4 3 
Is 4 3 I 
I !s 4 3 
I 
Is 4 3 
I 
! js 4 3 
I 
I 
I 
I 
2 l S 4 3 2 l X A B C D E F G H I X ~~ 4 3 2 l 
2 l S 4 3 2 l XjA BCD E F G HI x i s 4 3 2 l 
2 l S 4 3 2 l x !A BCD E F G HI x js 4 3 2 l 
' I I I 
l XIA BCD E F G HI x!s 4 3 2 l 
1
'.· ! 
i 
2 l S 4 3 2 l XiA BCD E F G HI XiS 4 3 2 l 
! . I 
I j ~ 
2 l lS 4 3 2 l X]A BCD E F G HI XjS 4 3 2 l 
: I 
I 
i 
I 
l 
I 
!s 4 3 2 I l iS 4 3 ' ' 2 l X :A B C D E ! 
' 
FGHIX ;S43 2 l 
I I I ~ l I 
. I I I ;s 4 3 2 l !S 4 3 2 l XjA BCD E F G HI x
1
.s 4 3 2 l 
I I l ; I l l 
Is 4 3 
! 
I 
I 
! 
Is 4 3 
I 
! 
I i ~ 
2 l iS 4 3 2 l X !A B C D E F G H I XiS 4 3 
I I I 
2 l iS 4 3 2 l x iA BCD E F G HI XI1.S 4 3 
I i I i ~ 
I I. ! 
2 l 
2 l 
S 4 3 2 l iS 4 3 2 l X\A BCD E F G HI x :s 4 3 2 l 
I i l 
15 4 3~1~~ -1- X ~A-~-:~-~--:- ~ 1 5 4 3 2 ~ 
207 
AVERAGE PERCENT OF TIME GIVEN TO MAJOR FUNCTIONS 
Indicate in Column A the approximate percent of total time allotted by 
you in performing each major function of duties and responsibilities. 
In Column B indicate the percent of time you recommend for more 
effective performance of each major function. 
I STAFF PERSONNEL LEADERSHIP 
II ADMINISTERING PUPIL PERSONNEL 
III INSTRUCTIONAL LEADERSHIP • 
IV ADMINISTERING SPECIAL SERVICES 
v OFFICE MANAGEMENT 
VI ADMINISTERING SCHOOL PLANT, 
EQUIPMENT AND MATERIALS 
VII SCHOOL AND COMMUNITY 
VIII PERSONAL PROFESSIONAL.GROWTH 
; 
Total 
A 
,PERCENT 
Time Allot ted 
100% 
PERCENT 
B 
PERCENT 
Time Recommended 
I 
I 
I 
100% 
1. Please write in the total amount of time you spent on this investigating 
form. 
2. Would you care to have a copy of the final results of this investigation. 
Please return to 
Mr. Ado C ommi to 
Boston University 
School of Education 
332 Bay State Road 
Boston 15, Massachusetts 
APPENDIX VIII 
Rating Instrument Used in Final Study 
by Principals 
I: 
II 
I 
A JOB ANALYSIS TECHNIQUE APPLIED TO SELECTED 
ELEMENTARY PUBLIC SCHOOL ADMINISTRATORS IN EASTERN MASSACHUSETTS 
e purpose of this study is to secure up-to-date opinions and information on current and 
sirable practices in the field of administration in the elementary schools. Data received on 
s inquiry form will not be published in any manner to identify individual participants or 
1ool systems. · · 
PERSONAL IDENTIFICATION OAT A 
Your name ________________________________________________ __ Date _____________ _ 
School ·Address ______________________________________________________________________ __ 
City ________ ~--------------- STATE ________________ ___ 
Your Official Title __________________________________________________________________ _ 
Positions held prior to present position. List most recent first. 
a.~--------------------------------------------------- How long?-----------------
b. ____________________________________________ ___ 
" " 
Indic~e number in your charge: 
a. Schools b. Teachers------------------ c. Pupils -----------
Check organization of schools which come under your direction: 
__ K thru III K thru IV K thru V K thru VI ______ K thru VII 
______ K thru VI!l_ I thru Ill I thru IV I thru V I thru VI 
___ Other 
Checknumber of special rooms in your school: 
Auditorium ___ Gymnasium ___ .Manual Arts 
Lunchroom Home Economics Science 
Music Room ---Combination Library 
Health Room (all purpose room) Play or game room 
---Administrative suite ___ Combination gymnasium-auditorium 
Indicate personnel available to your school by checking appropriate line: 
Assistant Principal £!: Head _Teacher School Secretaries 
___ None 
___ 1 full time 
2 full time 
______ Other 
None ____ 1 full time 
____ 1 part time 
____ . 2 part time 
___ 1 part time 2 full time 
___ 2 part time ___ Other 
School Janitors ___ 1 full time ___ 2 full time ___ Other 
Indicate special services personnel available to your school by writing F for Full Time or 
P for Part Time in appropriate line: 
Nurse 
_____ Special Teachers 
Librarian 
_____ School Psychologist 
____ School Psychiatrist 
_____ Speech Correctionist 
______ Special Supervisors 
_____ School Doctor 
_____ School Dentist 
___ Attendence Supervisor 
____ General Supervisor 
_____ Service Clinic 
--{Audio- Visual 
_____ Director 
_____ Social Worker 
____ Guidance Director 
____ Visting Teacher 
______ Other 
11 Indicate your educational background by checking appropriate degrees: 
(d achelor' s Master's Others Write in the number of hour: 
___ A.B. ___ A.M. ___ Certificate beyond present degree if n• 
B.S. M.S. Ph.D. holding next degree: 
_B.S. in Ed. ==Ed.M. ---Ed.D. Beyond Bachelor's __ _ 
Beyond Master's ____ _ 
12. Indicate the salary you are now receiving in present position by checking appropriate line 
__ Under $3000 4,600-4,999 6,600-6,999 
-~3,000-3,399 --5,000-5,399 7,000-7,399 
3,400-3,799 5,400-5,799 8,000 and ave 
--3,800-4,199 5,800-6,199 
-4,200-4,599 6,200-6,599 
13. Indicate to what age group you belong at your nearest birthday by checking appropriate 
line: 
___ 25 and under 
26-30 
__ 31-35 
__ 36-40 
__ 41-45 
__ 46-50 
__ 51-56 
__ 56-60 
__ 61-65 
over 65 
14. Write in number of years in present position ____________________ _ 
15. In TABLE 1 below check the i terns as follows: 
a: Check in Column A any item you studied in higher institutions. 
b. Check in Column B any item you stuQ.ied in higher institutions and which you fee l 
had considerable value, some value, or little or no value to you in your work 
experiences. 
Elementary School Curriculum 
Child Growth and Development 
Community Resources 
Philosophy of Education 
Professional Relationships 
Development of American Education 
Principles of School Administration 
Organization and Administration of 
the Elementary School 
Comparative· and International 
Education 
Municipal Administration in Relation 
to Public Education 
State and Federal School Laws 
Methods of Teaching 
Evaluation Processes 
Educational Psychology 
Educational Measurements 
Educational Statistics 
Mental Hygiene 
Principles of SUpervision 
Democratic Leadership 
Principles of Personnel Administration 
Ethics of the Profession 
Principles and Procedures of Guidance 
Current Developments in Education 
Interneship (actual practice in 
administration) 
TABLE I 
A 
Check 
if studied Considerable 
B 
Value 
Some 
-
DIRECTIONS FOR RATING 
This inquiry form contains 115 duties and responsibilities thought to be performed by 
elementary principals. 
You are requested to rate these duties and responsibilities which you perform for 
FREQUENCY Of performance. DIFFICULTY_. and IMPORTANCE. 
The key for rating these duties and :responsibilities is located at the top of the column to 
be rated. BE SURE TO RATE ONLY THOSE DUTIES AND RESPONSIBILITIES WHICH 
YOU PERFORM IN YOUR SCHOOL SITUATION FOR FREQUENCY AND DIFFICULTY. 
RATE ALL DUTIES AND RESPONSIBILITIES FOR IMPORTANCE. 
FIRST---
Rate each duty and responsibility which you perform for FREQUENCY by encircling 
the numher which best describes the frequency with which you perform that particu-
lar duty and responsibility. The following criteria will guide you in interpreting 
the rating key for FREQUENCY. 
5 Daily---
a duty and responsibility performed once or more in a week. 
4 Weekly---
a duty and responsibility performed once or more in two weeks but not as often as once 
a week. 
3 Monthly---
a duty and responsibility performed once or more a month but not as often as once 
in two weeks. 
2 Semi- annually---
a duty and responsibility performed once or more in six months but not as often as 
once in a month. 
1 Annually-- -
a duty and responsibility performed once or twice a year or whenever necessary. 
SECOND---
Rate each duty and responsibility for DIFFICULTY by encircling the number. which 
in your opinion. best represents the difficulty encountered in performing the duty 
and responsibility. 
THIRD---
Rate each duty and responsibility which you perform for IMPORTANCE by en-
circling the number which best indicates your estimate of importance of the duty 
and responsibility in meeting your obligations as chief administrative officer of 
your school. 
SAMPLE RATING 
T AFF PERSONNEL LEADERSHIP 
he principal : 
Assists administration in selection. 
transfer. and dismissal of teachers. 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi-annually 
1 Yearly 
54 3@1 
DIFFICULTY 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or none 
IMPORTANCE 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or none 
@4 3 2 1 
2. The chief duties and responsibilities have been classified into eight major categories: I STAFF PERSONNEL LEADERSHIP, II ADMINISTERING PUPIL PERSONNEL, Ill IN-
STRUCTIONAL LEADERSHIP, IV ADMINISTERING SPECIAL SERVICES, V OFFICE 
MANAGEMENT, VI ADMINISTERING SCHOOL PLANT, EQillPMENT, AND INSTRUC-
TIONAL MATERIALS, VII SCHOOL AND COMMUNITY, VIII PERSONAL PROFESSION 
GROWTH. Indicate in the space provided on the last page the approximate per cent of t i: 
you spend in each of the major functions, and the per cent of time you recommend for m e 
effective performance of each major unit. Indicate also the number of hours you spend o. 
the job each day and each week. 
Space is also provided for addition of duties and responsibilities not covered in the check 
list. You are requested to add and rate all duties and responsibilities which you feel nee• 
to be included. 
~ircle the number in each column that best describes the duty and responsibility. RATE ONLY 21 
TIES AND RESPONSIBILITIES PERFORMED FOR FREQUENCY AND DIFFICULTY. 
TE ~ITEMS FOR IMPORTANCE. 
T AFF PERSONNEL LEADERSlllP 
'he principal: 
Assists administration in selection, 
transfer, and dismissal of teachers. 
Evaluates competence of individual 
teachers. 
Orients new teachers in school and 
community. 
Secures substitute teachers. 
Directs preparation and revision of 
teachers' handbook. 
Encourages the professional im-
provement of teachers. 
Handles details in preparing and 
adjusting assignments, and teaching 
loads. 
Provides channels for consideration 
of teachers complaints and requests. 
Provides plan for development of 
policies and procedurea; through staff 
organization, 
Helps improve cooperation and 
cordial relations among staff 
members. 
Assists in formulation of salaries 
and salary schedule, 
Helps teachers with personal and 
school adjustments. 
Gives praise and public commenda-
tion to outstanding efforts of 
teachers, 
Plans social activities and enter-
tainment of staff. 
Advises teachers on school board 
policies, rules and regulations, and 
school law. 
Assists administration in selection, 
transfer, and dismissal of non-
instructional staff. 
DMINISTERING PUPIL PERSONNEL 
'he principal: 
Makes the schedule of classes. 
Makes decisions in classification and 
grouping of pupils. 
Helps teachers in guiding and re-
porting pupil progress. 
Establishes uniform marking 
system, 
Initiates and carries out study and 
evaluation of reporting pupil pro-
gress, classification and grouping, 
and teachers' marks. 
Plans for meeting needs of mentally 
retarded and gifted children, 
Handles orientation of entering and 
transfer pupils. 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi- annually 
1 Annually 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
DIFFICULTY IMPORTANCE 
5 Extreme 5 Extreme 
4 Considerable 4 Consider able 
3 Moderate 3 Moderate 
2 Some 2 Some 
1 Little or none 1 Little or none 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
-5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4. 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
2~ ~ircle the number in each column that best describes the duty and responsibility. RATE ON 
DUTIES AND RESPONSIBILITIES PERFORMED FOR FREQUENCY AND DIFFICULTY. 
RATE .&b._ ITEMS FOR IMPORTANCE, 
II ADMINISTERING PUPIL PERSONNEL 
The principal: 
024 Plans registration periods for 
beginning children prior to and on 
opening day of school, 
025 Works with other schools in 
transfers, records, and interpre-
tation of pupils. 
026 Makes it possible for pupil partici-
pation in school management and 
control. 
027 Maintains order and discipline in 
the school. 
028 Encourages and practices visita-
tions to homes. 
029 Organizes and administers extra-
curricular activities for pupils. 
030 Plans, conducts and participates 
in assemblies. 
031 Develops and uses objective child 
accounting records. · 
032 Assists in organization and re-
organizati on of schools. 
III INSTRUCTIONAL LEADERSHIP 
The principal: 
033 Provides and executes plan for 
development of philosophy, guiding 
principles, and objectives. 
034 Provides leadership in a continuous 
program of curriculum analysis 
and revision. 
035 Coordinates the activities of the 
consultant• s specialized services 
in a unified program. 
036 Attends centralized curriculum 
planning committee. 
037 Evaluates with staff members the 
program of instruction. 
038 Offers constructive help to 
teachers who recognize the need. 
039 Develops and uses the group ap-
proach to the problems of im- · 
proving instruction. 
040 Plans with staff members in-
service practices and programs. 
041 Guides and advises in research 
studies, experiments, and discov-
ery of more effective teaching 
devices and techniques. 
042 Participates in teaching act or 
demonstration teaching. 
043 Discovers and utilizes special 
·talents of staff members. 
044 Helps to ·bring about effective 
interaction between regular and 
special teachers. 
045 Selects with staff materials for the 
professionai library. 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi-annually 
1 Annually 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 l 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
DIFFICULTY IMPORTANCE 
5 EXtreme 5 Extreme 
4 Considerable 4 Considerable 
3 Moderate 3 Moderate 
2 Some 2 Some 
1 Little or none 1 Little or noru 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 . 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
" 
5 4 3 2 1 5 4 3 2 ]::" 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
:ncircle the number in each column that best describes the duty and responsibility. RATE ONLY21 r::: 
•UTIES AND RESPONSIBILITIES PERFORMED FOR FREQUENCY AND DIFFICULTY, 
:ATE ALL ITEMS FOR IMPORTANCE. 
'I INSTRUCTIONAL LEADERSHIP 
The principal: 
46 Encourages use of self-evaluative 
materials. 
47 Helps to construct, adapt, and 
select tests or test' items, 
48 Strives for competent and unbiased 
judgment in the diagnosis and in-
terpretation of test data. 
49 Helps teachers recognize and pro-
vide for individual differences in 
pupils. 
50 Develops with staff members 
methods of diagnosis and remedial 
work. 
•51 Inspects and observes functions of 
teaching including classroom 
visitations. 
152 Helps construct and makes checks 
on outcomes of subject objectives, 
outlines, and courses of study. 
153 Advises and cooperates with teacher 
training institutions. 
154 Makes arrangements for exhibits of 
school work of pupils and teachers. 
155 Seeks aid of teachers in discovering 
and solving instructional problems. 
156 Coordinates use of resources for 
improvement of teaching . 
V ADMINISTERING SPECIAL SERVICES 
The principal: 
!57 Attends to attendance work, in-
cluding reports required, enforce-
ment and interpretation of laws, 
and study of attendance problems. 
)58 Develops with staff members ways 
of discovering aptitudes and ad-
justment problems through tech-
niques like testing, observation, 
records and reports, conferences, 
and case studies. 
)59 Discusses with staff members 
specialists, and health staff indi-
vidual problems of adjustment. 
)60 Arranges for specialist services 
to treat individual problems of 
adjustment. 
61 Organizes and carries out 
guidance functions and services. 
62 Confers with and counsels pupils 
with problems of personal and 
school adjustment. 
63 Articulates pupil records with 
guidance, health, and testing 
programs. 
64 Contacts p_arents regarding pupils. 
65 Seeks to maintain good pupil-
principal relationships, · 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi-annually 
1 Annually 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
DIFFICULTY IMPORTANCE 
5 Extreme 5 Extreme 
-4 Considerable 4 Considerable 
3 Moderate 3 Moderate 
2 Some 2 Some 
1 Little or none 1 Little or none 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 ' 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
e1 ~cle the number in each column that best describes the duty and responsibility. RATE ONl 
D r'i'IES AND RESPONSIBILITIES PERFORMED FOR FREQUENCY AND DIFFICULTY. 
RATE ALL ITEMS FOR IMPORTANCE. 
IV ADMINISTERING SPECIAL SERVICES 
The principal: 
066 Secures physical and mental health 
examinations and aid and treatment 
for defects found in pupils. 
067 Enforces local board of health rules 
pertaining to sick pupils and re-
porting contagious diseases, 
068 Directs the selection, acquisition, 
use, and evaluation of audio-visual 
materials. 
069 Operates audio-visual equipment. 
070 Develops and improves with staff 
members the functions of the 
school library service and/or 
room collection. 
071 Administers the lunch period re-
lating to scheduling and super-
vising of activities . 
072 Organizes pupil tran.sportation fa-
cilites and studies it for safety, 
economy, adequacy, and efficiency. 
V OFFICE MANAGEMENT 
The principal: 
073 Directs the routine office manage-
ment including records and re-
ports, correspondence, and clerical 
duties. 
074 Plans and uses definite schedule of 
daily activities including confer -
ences with superiors and teachers. 
075 Prepares questionnaires, bulletins, 
notices, minutes of meetings, and 
bulletin board. 
076 Collects and accounts for all funds. 
077 Organizes Fire and Civilian 
D efense Drills. 
078 Administers first aid. 
079 Prepares for the opening and 
closing of school. 
080 Conducts visitors through school. 
081 Gives information upon request 
to patrons and citizens. 
082 Confers with salesmen and 
business agents. · 
VI ADMINISTERING OF SCHOOL PLANT, 
EQUIPMENT, AND INSTRUCTIONAL 
MATERIALS. 
The princ~pal : 
083 Provides plan and performs activ-
ities necessary for estimating, 
storing and distributing, recording 
and accounting for equipment, 
supplies, and textbooks. 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi- annually 
1 Annually 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
DIFFICULTY 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or none 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5. 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
IMPORTANCE 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or none 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
tcircle the number in each column that best describes the duty and responsibility. RATE ONi..Y21 7 
JTIES AND RESPONSIBILITIES PERFORMED FOR FREQUENCY AND DIFFICULTY I 
\.TE ~~L ITEMS FOR IMPORTANCE. 
ADMINISTERING OF SCHOOL PLANT, 
EQUIPMENT, AND INSTRUCTIONAL 
MATERIALS. 
The principal: 
4 Develops and uses criteria for 
selecting, evaluating, and control-
ling equipment, supplies, and 
textbooks. · 
5 Supervises the operation and main-
tenance of the school plant. 
6 Secures the repair and replace-
ment of facilities and equipment. 
7 Studies with staff new trends and 
practices in equipment, supplies, 
and textbooks . 
8 Provides plan for protection of 
school plant from damage and de-
facement, and care of equipment, 
supplies, and textbooks. 
9 Determines and observes the 
practice of safe and healthful be-
havior by all pupils in lunchroom, 
toilets, playground and gymnasium. 
J Evaluates the physical and instruc-
tional efficiency of the plant per-
mitting an environment which is 
sanitary and safe. · 
Assists administration in planning 
new buildings and additions. 
SCHOOL AND COMMUNITY 
The principal: 
2 Utilizes community resources and 
agencies for curriculum develop-
ment. 
3 Helps staff members survey and 
study pupils home and community 
background. 
~ Organizes school activitie~ 
for community service. 
Encourages the use of pupil ex-
cursions and field trips. 
Cooperates with civic officials, 
community libraries, playground, 
and health services. 
Evaluates with staff members re-
sources available for school 
utilization. 
Promotes and contributes to par-
ent-teachers• association activities. 
Encourages continuous use of 
plant facilities. 
Participates in community affairs. 
Encourages parents to visit 
schools . . 
Organizes and advises community 
coordinating council on which 
staff members serve. 
Enlists public support in what 
schools are trying to do. 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi-annually 
1 Annually 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
DIFFICULTY IMPORTANCE 
5 Extreme 5 Extreme 
4 Considerable 4 Considerable 
3 Moderate 3 Moderate 
2 Some 2 Some 
1 Little or none 1 Little or none 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
2~ ' ~ ircle the number in each column that best describes the duty and responsibility. RATE ONl 
DUTIES AND RESPONSIBILITIES PERFORMED FOR FREQUENCY AND DIFFICULTY. 
RATE ALL ITEMS FOR IMPORTANCE. 
VII SCHOOL AND COMMlJNITY 
The principal: 
104 Makes speaking engagements 
regarding school. 
105 Directs adult-sponsored 
organizations for pupils. 
106 Provides and executes plan of 
public relations program. 
107 Supports teachers against unjust 
community restrictions and 
criticism. 
VIII PERSONAL PROFESSIONAL GROWTH 
The principal: 
108 Attends workshops, institutes, con-
ferences, and other professional 
meetings. 
109 Assists in organizing or conducting 
conferences and professional 
meetings. 
110 Serves on national, state, district, 
and local professional committees. 
111 Does planned independent study, re-
search, or advances study for pro-
fessional growth. 
112 Writes for professi onal journals, 
magazines, newspapers, radio, and 
television. 
113 Holds office in professional 
organizations. · 
114 Obtains evaluation of his compe-
tence from teachers. 
115 Visits, observes and evaluates 
outstanding school systems. 
LIST AND RATE DUTIES AND 
RESPONSIBILITIES PERFORMED BY 
YOU AND NOT INCLUDED IN THIS 
LIST 
FREQUENCY 
5 Daily 
4 Weekly 
3 Monthly 
2 Semi- annually 
1 Arinually 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2. 1 
5 4 3 2 1 
5 4 3 2 1 
DIFFICULTY IMPORTANC 
5 Extreme 5 Extreme 
4 Considerable 4 Consideral 
3 Moderate 3 Moderate 
2 Some 2 Some 
1 Little or none 1 Little or n 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 . 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
5 4 3 2 1 5 4 3 2 1 
AVERAGE PERCENT OF TIME GIVEN TO MAJOR FUNCTIONS 
Indicate in Column A the approximate percent of total time allotted by you in 
performing each major function of duties and responsibilities. 
In Column B indicate the percent of time you recommend for more effective 
performance of each major function. 
PERCENT 
.A ~ 
PERCENT PERCENT 
Time Allotted Time Recommended 
I STAFF PERSONNEL LEADERSIDP 
II ADMINISTERING PUPIL PERSONNEL 
~ 
III INSTRUCTIONAL LEADERSIDP 
IV ADMINISTERING SPECIAL SERVICES 
v OFFICE MANAGEMENT 
VI ADMINISTERING SCHOOL PLANT, 
EQUIPMENT AND MATERIALS 
VII SCHOOL AND COMMUNITY 
VIII PERSONAL PROFESSIONAL GROWTH 
Total lOOo/o 100% 
Please write in the approximate number of hours spent on the job: 
each day ________ _ each week--...,....-----
Would you care to have a copy of the final results of this investigation. 
Please return to 
Mr. Ado Commito 
Boston University 
School of Education 
332 Bay State Road 
Boston 15, Massachusetts 
21~ 
APPENDIX IX 
Rating Instrument Used in Final Study 
by Superintendents and Teachers 
A JOB ANALYSIS TECHNIQUE APPLIED TO SELECTED 
ELEMENTARY PUBLIC SCHOOL ADMINISTRATORS IN EASTERN MASSACHUSETTS 
~ purpose of this study is to secure up-to-date opinions and information on current and desir-
e practices in the field of administration in the elementary schools. Data received on this in-
ry form will not be published in any manner to identify individual participants or school systems. 
PERSONAL IDENTIFICATION DATA 
Your name ______________________________________________________ _ 
Date --------------
School Address------------------------------------------------------------------------
City _____________________ STATE-------------
Your Official Title'---------------------------------------------------------------------
DIRECTIONS FOR RATING 
This inquiry form contains 115 duties and responsibilities thought to be performed by 
elementary principals. 
You are requested to rate these duties and responsibilities which an elementary school 
principal performs for IMPORTANCE. 
The key for rating these duties and responsibilities is located at the top of the column to be 
rated. 
Rate each duty and responsibility wh~ch an elementary school principal is thought to perform 
for IMPORTANCE by encircling the number which best indicates your estimate of Importance 
of the duty and responsibility. 
SAMPLE RATING 
IMPORTANCE 
T AFF PERSONNEL LEADERSHIP 5 Extreme 
4 Considerable 
'he principal: 3 Moderate 
2 Some 
A Little or none 
Assists administration in selection, transfer, ~4 3 2 1 
and di13missal of teachers. 
. rcle the number in the Importance Column that best describes the duty and responsibility. 
I STAFF PERSONNEL LEADERSIDP 
The principal: 
001 Assists administration in selection, transfer, and dismissal of teachers. 
002 Evaluates competence of individual teachers. 
003 Orients new teachers in school and community. 
004 Secures. substitute teachers. 
005 Directs preparation and revision of teachers' handbook. 
006 Encourages the professional improvement of teachers. 
007 Handles details in preparing aild adjusting assignments-, and teaching 
loads. · 
008 Provide-s channels for consideration of teachers complaints and requests 
009 Provides plan for development of policies and procedures through staff 
organization. 
010 Helps improve cooperation and cordial relations among staff members. 
011 Assists in formulation of salaries and salary schedule. 
012 Helps teachers with personal and school adjustments. 
013 Gives praise and public commendation to outstanding efforts of teachers. 
014 Plans social activities and entertainment of staff. 
015 Advises teachers on school board policies, rules and regulations, and 
school law. 
016 Assists administration in selection, transfer, and dismissal of non-
instructional staff. 
II ADMINISTERING PUPIL PERSONNEL 
The principal: 
017 Makes the schedule of classes. 
018 Makes decisions in classification and grouping of pupils. 
019 Helps teachers in guiding and reporting pupil progress. 
020 Establishes uniform marking system. 
021 Initiates and carries out study and evaluation of reporting pupil progress 
classification and grouping, and teachers' marks. 
022 Plans for meeting needs of mentally retarded and gifted children. 
023 Handles orientation of entering and transfer pupils. 
024 Plans registration periods for beginning children prior to and on opening 
day of school. 
025 Works with other schools in transfers, records, and interpretation of 
pupils. 
026 Makes it possible for pupil participation in school management and 
control. 
02.7 Maintains order and discipline in the school. 
028 Encourages and practices visitations to homes. 
029 Organizes and administers extra-curricular activities for pupils. 
030 Plans, conducts and participates in assemblies. 
031 Develops and uses objective child accounting records. 
032 Assists in organization and reorganization of schools. 
III INSTRUCTIONAL LEADERSHIP 
The principal: 
033 Provides and executes plan for development of philosophy, guiding 
principles, and objectives. 
034 Provides leadership in a continuous program of curriculum analysis and 
revision. 
035 Coordinates the activities of the consultant's specialized services in a 
unified program. 
036 Attends centralized curriculum planning committee. 
037 Evaluates with staff members the program of instruction 
038 Offers constructive help to teachers who recognize the need. 
, 
IMPORTANCE 
5 Extreme 
4 Considerabl 
3 Moderate 
2 Some 
1 Little or nm 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
·5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 J 2 1 
5 4 3 2 1 
5 4 3 2. 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
1circle the number in the Importance Column that best describes the duty and responsibility. 
INSTRUCTIONAL LEADERSffiP 
The principal: 
9 Develops and uses the group approach to the problems of improving 
instruction. 
0 Plans with staff members in-service practices and programs. 
1 Guides and advises in research studies, experiments, and discovery 
of more effective teaching devices and techniques. 
2 Participates in teaching act or demonstration teaching. 
3 Discovers and utilizes special talents of staff members. 
4 Helps to bring about effective interaction between regular and 
special teachers. 
5 Selects with staff materials for the professional library. 
6 Encourages use of self-evaluative materials. 
7 Helps to construct, adapt, and select tests or test items. 
8 Strives for competent and unbiased jud~ent in the diagnosis and 
interpretation of test data. 
9 Helps teachers recognize and provide for individual differences in pupils 
0 Develops with staff members methods of diagnosis and remedial work. 
1 Inspects and observes functions of teaching including classroom 
visitations. 
2 Helps construct and makes checks on outcomes of subject objectives, 
outlines, and courses of study. 
3 Advises and cooperates with teacher training institutions. 
4 Makes arrangements for exhibits of school work of pupils and teachers. 
5 Seeks aid of teachers in discovering and solving instructional problems. 
6 Coordinates use of resources for improvement of teaching. 
ADMINISTERING SPECIAL SERVICES 
The principal: 
7 Attends to attendance work, including reports required, enforcement and 
interpretation of laws, and study of attendance problems. 
8 Develops with staff members ways of discovering aptitudes and adjust-
ment problems through techniques like testing, observation; records and 
reports, conferences, and case studies. 
9 Discusses with staff members specialists, and health staff individual 
problems of adjustment. 
0 Arranges for specialist services to treat individual problems of 
adjustment. 
1 Organizes and carries out guidance functions and services. 
2 Confers with and counsels pupils with problems of personal and school 
adjustment. 
3 Articulates pupil records with guidance, health, and testing programs. 
4 Contacts parents regarding pupils. 
5 Seeks to maintain good pupil-principal relationships. 
6 Secures physical and mental health examinations and aid and treatment 
for defects found in pupils. 
7 Enforces local board of health rules pertaining to sick pupils and re-
porting contagious diseases. 
8 Directs the selection, acquisition, use, and evaluation of audio-visual 
materials. 
9 Operates audio-visual equipment. 
0 Develops and improves with staff members the functions of the school 
library service and/or room collection. 
1 Administers the lunch period relating to scheduling and supervising 
of activities. 
Organizes pupil transportation facilities and studies it for safety, 
economy, adequacy, and efficiency. 
IMPORTANCE 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or none 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1. 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 .4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
I 
c? Encircle the number in the Importance Column that best describes the duty and responsibility . 
. fl( • . 
V OFFICE MANAGEMENT 
The principal: 
073 Directs the routine office management including records and reports, 
correspondenc·e, and clerical duties. 
074 .Plans and uses definite schedule of daily activities including con-
ferences with superiors and teachers. 
075 Prepares questionnaires, bulletins, notices, minutes of meetings, and 
bulletin board. 
076 Collects and accounts for all funds. 
077 Organizes .Fire and Civilian Defense Drills. 
078 Administers first aid. 
079 Prepares for the opening and closing of school. 
080 Conducts visitors through school. 
081 Gives information upon request to patrons and citizens. 
082 Confers with salesmen and business agents. 
VI ADMINISTERING OF SCHOOL PLANT, EQUIPMENT, AND 
INSTRUCTIONAL MATERIALS. 
The principal: 
083 Provides plan and performs activities necessary for estimating, 
storing and distributing, recording and accounting for equipment, 
supplies, and textbooks. 
084 Develops and uses criteria for selecting, evaluating, and controlling 
equipment, supplies, and textbooks. 
085 Supervises the operation and maintenance of the school plant. 
086 Secures the repair and replacement of facilities and equipment. 
087 Studies with staff new trends and practices in equipment, supplies, 
and textbooks. 
088 Provides plan for protection of school plant from damage and deface-
ment, and care of equipment, supplies, and textbooks. 
089 Determines and observes the practice of safe and healthful behavior 
by all pupils in lunchroom, toilets, playground, and gymnasium. 
090 Evaluates the physical and instructional efficiency of the plant per-
mitting an environment which is sanitary and safe. 
091 Assists administration in planning new buildings and additions. 
VII SCHOOL AND COMMUNITY 
The principal: 
092 Utiliz.es community resources and agencies for curriculum development. 
093 Helps staff members survey and study pupils home and community 
background. 
094 Organizes school activities for community service. 
095 Encourages the use of pupil excursions and field trips. 
096 Cooperates with civic officials, community libraries, playground, and 
health services. 
097 Evaluates with staff members resources available for school utilization. 
098 Promotes and contributes to parent-teachers' association activities. 
099 Encourages continous use of plant facilities. 
100 Participates in CC?mmunity affairs. 
101 Encourages parents to visit schools. 
102 Organizes and advises community coordinating council on which staff 
members serve. 
103 Enlists public support in what schools are trying to do, 
104 Makes speaking engagements regarding school. 
105 Directs adult-sponsored organizations for pupils. 
106 Provides and executes plan of public relations program. 
107 Supports teachers against unjust community restrictions and criticism. 
IMPORTANCE 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or nor 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 · 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
Encircle the number in the Importance Column that best describes the duty and responsibility. 
VIII PERSONAL PROFESSIONAL GROW'IH 
The principal: 
l08 Attends workshops, institutes, conferences, and other prefessional 
meetings. . 
. 09 Assists in organizing or conducting conferences and professional 
meetings . 
. 10 Serves on national, state, district, and local professional committees. 
.11 Does planned independent study, research, or advanced study for pro-
fessional growth. 
.12 Writes for professional journals, magazines, newspapers, radio, and 
television. 
13 Holds office in professional organizations. 
14 Obtains evaluation of his competence from teachers. 
15 Visits, observes and evaluates outstanding school systems. 
,IST AND RATE DUTIES AND RESPONSIBILITIES PERFORMED BY YOU 
1ND NOT INCLUDED IN THIS LIST 
ould you care to have a copy of the final results of this investigation? 
Please return to: 
Mr. Ado Commi to 
Boston University 
School of Education . 
332 Bay State Road 
Boston 15, Massachusetts 
IMPORTANCE 
5 Extreme 
4 Considerable 
3 Moderate 
2 Some 
1 Little or none 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
5 4 3 2 1 
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APPENDIX X 
Item Analysis 
?.,25 
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1 014 2 39 19 11 13 0 3 00 069 016 
1 015 2 0 .8 31 15 21 09 01 054 031 
1 016 2 s 6 - ,1 2 03 07 04 03 071 0 1 4 
1 017 2 3 1" 19 12 1S 04 04 062 0 2 3 
1 018 2 22 13 13 16 17 04 048 03'7 
1 019 2 07 12 19 30 12 OS 038 047 
1 02 0 2 36 09 11 13 06 10 0S6 029 
1 021 2 30 tO 7 11 17 14 06 04ti 037 
1 022 2 1 6 '0 9 11 24 14 11 0 3 6 049 
1 023 2 07 36 14 22 04 02 057 02 8 
2 024 2 14 31 11 22 04 03 056 02Y 
2 025 2 1 3 26 20 19 06 01 OS9 026 
2 o a 6' 2 2 3 14 14 23 09 02 051 034 2 027 2 04 26 19 27 02 07 049 0 3 6 2 028 2 34 15 18 05 10 03 067 018 2 029 2 ~9 12 20 15 06 03 061 024 
2 030 2 14 22 15 25 08 01 051 034 
2 031 2 37 08 15 18 06 01 060 025 
2 032 2 7 ,1 0 12 14 08 04 059 026 
2 033 2 ~ 4 10 14 22 11 04 048 037 
2 034 2 I 2 8 03 14 23 12 05 045 040 
2 035 2 33 07 15 19 08 03 0 55 030 
2 036 2 34 08 16 22 04 01 0 58 027 
2 037 2 13 12 21 23 11 OS 046 039 
2 038 2 OS i'~ 21. 18 19 03 045 040 2 039 2 21 16 27 09 02 047 038 
2 04 0 2 27 08 19 20 09 02 054 031 
2 041 2 21 14 17 1 8 12 03 052 033 
2 04 2 2 21 24 10 17 10 03 0 55 030 
2 04 3 2 10 23 18 19 1 2 03 0 51 034 
2 044 2 08 25 18 19 09 06 051 034 
2 04 5 2 28 32 14 07 0 4 ' 00 074 011 
3 04 6 2 30 12 17 16 06 04 059 026 
3 04 7 2 so 06 11 1.5 02 01 0 67 018 
3 04 8 2 19 08 19 20 1 5 04 046 039 
3 049 2 06 12 18 22 17 10 036 049 
3 050 2 1.9 06 17 27 13 03 042 043 
3 051 2 11 24 12 19 1 3 06 047 038 
3 052 2 36 09 17 1.0 11 02 062 023 
3 05 3 2 33 24 11 09 06 02 068 017 
3 054 2 14 26 18 2 2 . 04 01 058 027 
3 055 2 12 17 22 25 08 01 051 034 
3 056 2 13 , 10 17 28 1 4 03 040 · 0 4 5 
3 057 2 12 17 17 23 09 07 046 039 
3 058 2 24 04 12 27 14 04 040 045 
3 059 2 OS 17 20 27 14 02 042 043 
3 060 2 09 12 23 26 12 03 044 0 4 1 
3 061 2 32 06 1 8 18 10 01 056 029 
3 062 2 07 11 19 27 18 03 0 37 048 
3 063 2 2 3 09 20 17 1S 01 OS2 033 
3 064 2 OS 24 18 17 1 8 03 ·o 47 038 
3 065 2 02 42 13 18 06 04 057 028 
4 066 2 15 25 16 19 08 '02 056 029 
4 067 2 07 37 11 15 12 03 0 55 030 
4 068 2 2 1 21 19 11 13 00 061 024 
4 069 2 3S 34 07 06 02 01 076 009 
4 070 2 36 18 11 14 05 01 065 020 
4 071 2 22 22 18 ' 1 Q-. 10 03 062 023 
4 072 2 4 5 ' 0 8 12 09 07 04 065 020 
4 07 3 2 OS 16 17 20 17 10 038 047 
4 074 2 33 11 1S 13 10 03 059 026 
4 075 2 18 26 12 18 07 04 056 029 
4 076 2 09 20 12 21 1S 08 041 044 
4 077 2 08 36 24 12 01 04 068 017 
4 078 2 17 34 13 11 07 03 064 021 
4 079 2 1 3 26 12 19 08 07 051 034 
4 080 2 14 36 18 13 04 00 068 017 
4 081 2 09 36 18 15 07 00 063 022 
4 062 2 06 30 2i 1 .6 _0_9_ 03 0 57 028 
4 083 2 04 16 17 26 1 5 07 037 048 
5 084 2 16 14 23 19 1 2 01 053 032 
5 085 2 16 17 24 14 08 06 OS7 028 
5 086 2 14 14 17 22 14 04 045 040 
5 087 2 1 5 25 19 21 04 01 059 026 
5 088 2 10 20 25 18 08 04 oss 030 
5 089 2 04 14 20 29 13 OS 0 38 047 
5 090 2 06 21 19 27 04 08 046 039 
5 091 2 56 10 06 08 04 01 072 013 
5 092 2---- 31 12 17 18 04 03 0 -6 0 0 2" 5 
5 093 2 2 1 12 16 22 13 01 049 036 
5 094 2 28 14 16 21 05 01 0 58 027 
5 095 2 07 25 19 25 08 01 051 034 
5 096 2 07 32 18 23 04 01 057 028 
5 097 2 18 23 20 20 04 00 061 024 
5 098 2 14 23 1 4 21 09 04 051 034 
5 099 2 27 25 14 14 0 5 00 066 019 
5 100 2 19 25 09 19 10 03 053 032 
5 101 2 05 36 11 26 06 01 052 033 
5 102 2 71 OS 03 04 01 01 079 006 
5 10 3 2 2 1 09 1 8 19 12 06 048 037 
6 104 2 4 6 13 09 13 04 00 068 0 1. r1 
6 105 2 64 OS 07 07 02 00 076 009 
6 10 6 2 4 1 12 14 11 06 01 067 018 
6 107 2 1.8 16 19 19 07 06 053 032 
6 108 2 08 28 12 23 13 01 048 037 
6 109 2 31 13 19 14 06 0' 2 063 022 
6 110 2 4 1 16 11 13 03 01 068 0 1 'I 
~ ?7 
6 111 2 21 14 17 18 11 04 052 033 
6 112 2 62 06 04 09 03 01 072 013 
6 113 2 47 17 08 07 05 01 072 013 
6 114 2 56 10 11 06 01 01 077 008 
6 115 2 33 20 13 12 06 01 066 019 
,:.J?~ 
L o "" f'v\ , ,I f ·' n ~ l ~ , I - I .. . . . I 
-
. {,-• 
. '' ,..) 
~ I lU 
- Q () 1-."'"'.:: fool\ .... l' L 1 ·r r \.. <( 
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2 5 2 1 8 56 2 1 84 161 4.8 0 7 81 7 
3 6 2 5 13 55 21 80 156 
,8 19 57 4 
4 12 13 20 45 49 10 6 5 1 2 4 1 2,4 4 8 6 8 0 
5 13 9 29 51 
48 14 56 118 3.7 76886 
6 12 2 3 17 
49 21 82 152 1 0.2 8 3 6 4 0 
7 11 3 1 15 
50 20 84 154 1 3,0 4 7 9 8 0 
8 2 2 3 7 
59 21 8 2 162 1.J 9 6 0 2 0 
9 6 1 7 14 55 22 78 155 
.6 6 2 6 8 7 
10 4 1 1 6 57 22 84 163 3.0 52 3 54 
11 26 7 19 52 
35 16 66 117 6,8 513 54 
12 9 2 5 16 52 21 80 153 3,.2 7 9 6 9 2 
13 9 2 3 14 52 21 82 155 5,8 9 51 6 1 
14 38 10 25 73 
23 13 60 96 15~ 512 90 
15 6 3 5 14 55 20 80 155 l.S 2 4 4 2 8 
16 22 10 23 55 
39 13 62 114 2,7 62141 
17 19 3 1 5 37 
42 20 70 1 3 2 5,0 0 4 6 2 9 
18 21 4 12 37 
40 19 73 1 3 2 8.8 81 o 7 9 
19 10 2 12 
51 21 85 157 1 4,5 713 6 0 
,( 1.. 1 
20 9 5 6 20 
52 18 7 9 1 4 9 4,5 1 8 8 7 5 
21 14 2 7 23 
47 21 78 1 4 6 7.087692 
22 8 4 3 15 
53 19 6 2 154 6.4 2 1 3 2 9 
23 13 2 6 21 
48 21 79 148 6,9 6 9 9 3 8 
24 9 7 3 19 
52 16 8 2 150 1 4,3 11 4 8 0 
25 8 4 7 19 
53 19 78 150 1.8 56 0 4 8 
26 4 13 17 
57 23 72 152 5.9 7 3 8 3 9 
27 2 1 1 4 
59 22 84 16 5 1.1 3 1 2 8 3 
28 28 3 28 59 
33 20 57 110 8.2 2 7 9 41 
29 29 3 19 51 
32 20 66 118 1 4.4 0 2 54 0 
30 16 3 9 28 
45 20 76 141 6.5 2 4 7 0 8 
31 14 6 19 39 
47 17 66 1 3 0 .1 4 3 0 3 5 
32 9 6 1 3 28 
52 17 72 1 41 1,7 52640 
33 7 3 4 14 
54 20 81 155 2.9 .3 57 9 4 
34 5 3 5 13 
56 20 80 156 1.3 415 50 
35 8 2 10 20 
53 21 75 149 ,313404 
36 6 3 6 15 
55 20 79 154 ,910449 
37 5 2 2 9 
56 21 8 3 160 J.O 0 5 212 
38 3 1 4 
58 22 85 165 4.1 6 9 2 4 2 
39 7 1 10 18 
54 22 75 151 1.114 570 
40 4 2 9 15 
57 21 76 154 
.714499 
41 7 4 8 19 
54 19 77 150 1.1 6 0 2 51 
42 19 3 15 37 
42 20 70 1 3 2 s .. o 0 4 6 2 9 
4 3 10 2 5 17 
51 21 80 152 4.3 915 4 0 
44 6 2 3 11 
55 21 82 158 2,5 3 0 4 41 
45 8 3 1 5 26 
53 20 70 143 .,6 7 2 4 9 3 
46 8 3 1 4 25 
53 20 71 1 4 .. .3 81 9 41 
47 16 9 20 45 
45 14 65 1 2 .. 2,262838 
48 4 3 3 10 
57 20 82 159 3,0 13 55 8 
49 5 2 7 
56 21 8 5 162 7.3 9 9 8 7 4 
50 9 2 5 16 
52 21 80 153 3,2 7 9 6 9 2 
51 7 1 2 10 
54 22 8 3 159 5.4 2 6 5 s 6 
52 11 3 14 28 
50 20 71 1 41 .3 01959 
53 12 4 20 36 
49 19 65 1 3 3 .s 58 0 4 4 
54 16 3 11 30 
45 20 74 139 4,699285 
55 9 2 6 17 
52 21 79 152 2.3 7 9 18 5 
56 5 1 2 8 
56 22 8 3 1 61 2,6 9 810 2 
57 7 1 11 19 
54 22 74 150 1r3 4 4 7 8 9 
58 8 1 2 11 
53 22 8 3 158 6,9 6 3 4 4 6 
59 4 2 2 8 
57 21 8 3 1 61 2.318778 
60 6 5 1 12 
55 18 84 157 1 2 .6 8 5 910 
61 11 4 7 22 
50 19 78 147 3.4 6 0 3 8 3 
62 7 3 10 
54 20 8 5 159 1 o.8 2 9 2 4 o 
63 6 3 4 13 
55 20 81 156 2.389992 
64 7 2 1 10 
54 21 84 159 7,.135584 
65 5 1 6 
56 22 85 1 6 3 7.0 1 7 4 9 3 
66 5 3 3 11 
56 20 8 2 158 3.1 3 9 514 
67 1 2 4 7 
60 21 81 162 2.2 3 15 0 9 
68 11 2 5 18 
50 21 80 151 5,6 16 3 3 9 
69 36 17 39 92 
25 6 ~6 77 6,5 4 111 3 
70 11 3 16 30 
50 20 69 139 .419386 
71 9 3 13 25 
52 20 72 14~ , o 72859 
72 8 4 16 28 
53 1.9 69 141 ,8503~7 
73 7 2 5 14 
54 21 80 155 1.4 6 8141 
74 12 1 14 27 
49 22 71 142 2,9 52 9 91 
75 12 4 11 27 
49 19 74 142 1.2 3 8 2 9 7 
76 13 6 27 48 
46 15 56 121 2.4 4 12 31 
77 4 3 7 14 
57 20 76 155 .. 9 2 53 58 
78 24 10 11 45 
37 13 74 1 2 4 1 6·5 414 7 0 
79 7 5 13 25 
54 18 72 1 4 4 1a4 2 9 9 9 9 
80 11 7 20 38 
50 16 65 1 31 1,5 8 0 9 2 4 
81 5 2 1 5 22 
56 21 70 147 3,2 4 0 2 9 0 
82 12 9 33 54 
49 14 52 115 6,6 215 58 
83 4 2 5 11 
57 21 80 158 .a 35808 
84 6 9 15 
55 23 76 154 2,6 18 0 1 9 
85 8 3 5 16 
53 20 80 153 2,5 6 4 53 3 
86 10 10 11 31 
51 13 74 1 3 8 11.5 119 2 0 
87 9 4 6 19 
52 19 79 150 3.a 16 2 13 
88 3 1 5 9 
58 22 80 160 .1 15 9 6 8 
89 1 1 2 
60 23 84 167 .383906 
90 1 1 1 3 
60 22 84 166 1.0 54 2 3 a 
91 11 6 16 33 
so 17 69 1 3 6 ,743309 
92 8 1 10 19 
53 22 7 5 150 1,.3 .33192 
93 5 3 7 15 
56 20 78 1 54 ,5 71 8 3 8 
94 15 2 16 33 
46 21 69 136 2~7 3 910 2 
95 4 1 7 12 
57 a a 78 157 .4 57 4 14 
96 2 1 5 8 
59 22 80 1 61 .54 2 6 4 6 
97 6 1 1 3 20 
55 22 72 149 2,4 4 410 8 
98 5 3 9 17 
56 20 76 152 ,4 8 6 58 0 
99 12 3 14 29 
49 20 7 1 140 . s 7 3 4 0 8 
1 00 12 2 7 21 
49 21 78 1 4 8 4,6 0 9 19 8 
1 01 6 1 6 13 
55 22 79 156 . 805166 
102 19 10 34 63 
42 13 51 1 0 6 1.6 2 8 0 0 2 
103 4 2 5 11 
57 21 80 1 58 ,2 35808 
1 0 4 18 4 21 4 3 
43 19 64 126 ~3 417 7 9 
1 0 5 22 9 30 61 
39 14 55 1 0 8 .. 1 1 55 3 :a 
1 0 6 15 6 13 34 
46 17 72 1 3 5 2.A 9 9 8 0 6 
107 3 2 2 7 
58 21 8 3 162 1 .. 9 7 8 9 2 0 
108 1 1 5 7 
60 22 80 162 1 .. 6 131 3 0 
109 3 1 9 13 
58 22 76 156 2.027442 
110 7 4 18 29 
54 19 67 140 2.,3 5 :a 161 
111 8 1 7 16 
53 22 78 153 1~ 0 0 6 53 
112 31 9 29 69 
30 14 56 1 00 4.132475 
113 29 7 24 60 
32 16 61 1 0 9 6.079102 
114 25 9 27 61 
36 14 58 1 0 8 1.A 14870 
115 11 6 13 30 
50 17 72 139 1.449.388 
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